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Opucdkeas, 


your 
Printer 
and 
Stationer 
for 
Genuine 
Macey- 
Wernicke 
Index 
Cards 


Quick 
Service and 
Perfect Cards at 
Lowest Prices 


§| In order to overcome the delays and annoyances which users of cards have experi 
enced we are shipping our superior index cards and supplies in wholesale quantities to 
responsible Printers and Stationers, enabling them to furnish the user perfect index 
cards promptly. 

4] Asis well known, the requirements of good index cards are uniformity in color, strength 
and thickness; they must also possess the necessary writing and erasing qualities to 
withstand hard usage and frequent handling. Above all the edges must be smoothly 
cut and the size absolutely uniform. We are exceptionally well equipped with special 
machinery to meet all these requirements and at the lowest possible cost. 

§| We are wholesale manufacturers of card and card index supplies, but if you are 
unable to obtain Macey-Wernicke cards of your local dealer we will execute your orders 


direct from the factory. Our complete catalogue No. 5 and net delivered price list 
mailed free on application 


: RETAIL STORES 
Ite 
Ney WiwntchkeCe, NewYork... . . - . . 1343 Broadway 
BOStOn wean aie-y Seen une 178 Federal St. 
GRAND RAPDs, MICHIGAN : 


Philadelphia. . . . , + 14N. 13th St. 
Forwerty THE FRED MACEY CO,, Ltd, Chicago mc me ar er yan se 152 Wabash Ave, 


( 
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These indexes may be quickly applied to 
any account or record book. They hold 
with a vice-like grip, but may be instantly 
removed to another leaf or another book. 


The clips, by which they are held to the leaves, are made 
of tempered clock-spring steel, and with proper use will never 
lose their grip. The tabs are made from selected, kid-finished 
leather, imported and tanned expressly to our order, and lined 
throughout with muslin. They are stitched with silk and are 
fastened to the clips with the strongest adhesive known. 


Sizes 


They are regularly made in the six sizes shown on the 
margin of this page. Special sizes made to order promptly. 


We Carry in Stock 


Alphabets from A to Z in 5 styles and 4 different sizes. 
Subdivided Alphabets of from 26 to 200 subdivisions. 
Numbered Tags in 4 styles and 3 sizes from 34x f in. to 3¢ in. 
Months in 4 different styles and sizes from 34x in, to 1 in. 
Days of Week and States and Territories. 

Names of 74 common Ledger Accounts and 75 leading Cities. 


Tags printed to order promptly with any inscription wanted. 


Tags to Write on 

These are the regular silk-sewed leather tags of buff leather, 
either left without printing (called “Plain Leather”) or 
with a facing of Buff Scotch Linen Ledger Paper over the 
leather (called “Paper Faced”), The latter have bécome the 
most popular indexes for either temporary or permanent in- 
scriptions ever placed on the market. Made in six sizes. 
Gummed stickers, to renew facings, furnished for 1oc per 100. 


Free Trial 


To any responsible person or firm tags will be sent on 
trial, to be returned at our expense if not found.in every way 
satisfactory and a profitable investment. On ledgers they save 
one-half time in posting. _ For general purposes the saving 
averages 20 per cent. We have never found an office so large 
and but few so small but that at least a few of these tags could 
be profitably used. 


“We have found these to be very satisfactory, greatly facilitating us In our 
work of locating subjects in a hurry.” 
é BRIDGEPORT Brass Co., New York and Bridgeport, Conn. 
“We have saved weeks and weeks of valuable time by using your tags. 
CAMPAGNIE CENTRALE DES PHOSPHATES, Paris, France. 
set of books [ have run In the last five years, and 
also on several sets of books and card systems I have Installed for others. 1 would 


about as soon do without the ruling on my ledger pages as without the tags.” 
R. W. MACDOWELL, Expert Accountant, Uniontown, Pa. 


‘IT have used them on every 


Send to-day for Catalogue and Price List, Free. Sample Tag for 5c. 


Dept. K, CHAS. C. SMITH, Manufacturer 


EXETER, NEBRASKA. 


Leather Filling 
Cloth Lining. 
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Colliers 


The National Weekly 


The spokesman of no 
class and of no party. 


The organ of neither 
Capital nor Labor. 


Enterprising—but not 
“yellow.” 


Clean—but not “nam- 
by-pamby.” 


A sane exponent of 


American public opinion. 


A believer in the best 
no matter what it costs. 


moment, 


Colliers 


ITS POSITION 


«c What are you anyway >’? cries one 
more subscriber, who is merely the latest 
ofa multitude, He wants it in black and 
white—Republican or Democratic, 

Many letters wish to know why we are 
against the President, and as many more 
wish to know why we are for him, Some 
complain of our attacking Mr. Bryan, and 
others complain of our applauding him, 
We are called alternately plutocrat and 
demagogue, 

It is not enough for us to say that Mr. 
Roosevelt is a good President, who has 
made some errors and some compromises 3 
that Mr, Bryan represents some just ideals 
and some dangerous heresies ; that Mr. 
Cleveland is a powerful figure, who has 
no great sympathy with the masses; thar 
the Republicans have usually been pluto- 
craticand the Democrats idiotic, and so on 
through the list of our opinions, 

The average man dearly loyes a label. 
Intellectually, he wishes to get somebody’s 
collar on his neck, 


: It may be a limitation of our temperament, but we have no 
intention of giving our free thought into the charge of any party, 
or any faction of any party, Wee shall treat the President, Judge 
Parker, the Republicans, the Democrats, the Hast, the West 
the South, exactly as may be called for by developments of the 


P There is truth on every side, and falsehood, and our function 
is 3 expose falsehood and expound truth, wherever it may be 
as far as we are able,— Editorial, Fuly 30, 1904 


If you have not already secured a 
copy—price 10 cents—of 


The World’s Fair 
COSMOPOLITAN 


f You should not fail to do so. It 
covers the greatest of the World’s 
) Fairs 


IN TWENTY-FIVE ARTICLES 
200 ILLUSTRATIONS 


\ All on Coated Paper 
\ 


The most costly number of “The Cosmopolitan” ever issued. No change of 
price—10 cents 


For the Home Library, for Scholars, for the Business Office 
eT SETAE S 1h! CHALICE USINESSACILICE 


NCIENCE, Art, Mechanical Invention, Literature, Governmental Proces- 
ses, Education, Military Affairs, Hygiene, Electricity, Agriculture, An- 
thropology, Transportation, Mining, Household Affairs, and the latest 

I] in Invention and Discovery—are all thoughtfully written by Mr. John Bris- 

ben Walker, who spent eleven days in the aisles of the World’s Fair, ac- 

companied by the chiefs of the Exposition, and dictated his impressions at 


PRICE 10 CENTS 


NUFACTURER’S 
NEPARTMENT 


nses— 


THE 
SALES 


a | Your sales de 
The cost of making sale 
Jume oO 


partment and its cxpe 
s— 
Increasing the vo £ sales without additional expense 


in selling— 


Holding the trade that belong 
Meeting hard competition— 


Enlarging your territory— 


s to a 


| These are some of the things we should like to talk to 

ba | you about. 

“| 

a We maybe able to make a suggestion or two—‘o straighten 

| out a tangle here—to make a short cut thesc—to open 
1 a new field—to bring new trade. 


i 
} Tt ? 5 . 
| od plan will do. No ready-made “system” 
will fit your case. 1. 
ae | = eo : But we can help you cevise a sales 
a | a : ges it—one that will help you increase your 
| s and at the same time reduce selling expenses 


We don’t k 
now more ab 
neath out your business than you do— 


Let’s talk it over, 


No harm d 
one if A 
Our suggestions do not appeal to you: 


| Lone- bs 
u | CRITcAPIELD CORPORATION 
SALES Sys’ RMS 


| 
oy | Powers P,- 
a § Butprye 
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Newness 


If a new magazine is really good it is all the better 
for its newness. The American people no longer buy a 
magazine just because it has been published for a number 
of years. The ‘‘Booklovers’’ is the newest magazine 
success. It is not a magazine of book-lore, nor is it 
bookish. Every month it contains a series of artistic 
and popular color pictures, one good story of reason- 
able length, at least one illustrated article of international 
importance, a number of bright, penetrating discussions 
of present-day topics, and ‘‘The Best New Things 
from the World of Print’’—all brilliantly illustrated. 
The Booklovers Magazine is built distinctly for people 
whose spirit, taste and culture qualify them to appre- 
ciate the best things in picture, story and informing 
article. The publishers have determined that it will 
always be the newest magazine. If it finds itself getting 
old it will begin all over again. In this way The 
Booklovers Magazine will continue to be, as it is now, 
“The Magazine that is Different”—in the right way. 
The October number, in addition to the usual features, 
will contain some of the most remarkable color pictures 
yet produced. Don’t fail to look it up on the news- 
stands. Twenty-five cents the copy. Three dollars a year. 


Judicious 
Advertising 


and Advertising Experience 
Mahin's Magazine Absorbed June, 1904 


is a monthly magazine that carries to 
men of affairs a message obtainable from 


no other source. It is authority on 


The Business of Advertising 


and The Advertising of Business 


Its contributors are men of business 
experience and the ability to tell what 
you desire to know. 


Advertisers can have a sample copy 


and welcome, or a yeat’s subscription 
for one dollar. 


Lord @ Thomas Publishing House 


TRUDE BUILDING, CHICAGO 


a 


WHAT DO YOU 
LIVE FOR? 


One of our great statesmen once said, “ I 
live for those I love and do all the good I can.” 


The home is the center from which we 
radiate, and to live for those we love, the 
home must be not only a shelter and a place 
to sleep, but a place to enjoy. 


It must be neat, and ought to be well ap- 
pointed in the arrangement of what you 
have. It ought to continually suggest har- 
mony and be ever pleasing to the eye. 


Any home can be all of this and it doesn’t 
cost any more either. 


Read “THE HOUSE BEAUTIFUL” 
magazine every month. It is a perennial text 
book treating of the best in architecture, 
decoration and gardening; in fact, anything 
you want to know about the maintenance of 
any part of your home makes “THE HOUSE 
BEAUTIFUL” a necessity. 


If you follow its instructions you may 
always have the best and at the same time be 
economical 


$2.00 a year or at newsstands. 


HERBERT S. STONE, Publisher, 
31 Eldredge Court, Chicago, Ill. 


HE little drawer beluw 1s an object 


It holds about 1000 cards, 


lesson. 
ard is the name ond 


and on each c 
address of a buyer of American Manu- 


complete 
Besides the name and ad- 


factured Products. 
dress appears a list of the various 


products this particular buyer 


LLL F ; 
SLE, imports and other information 
gE EZ 
LEP" to the point. The letters or 


Ln 
je" hieroglyphics on the upper left-hand 
corner of the cards show that the name, 

address and other information has 

been verified, how many times it 

has been verified and by whom. 

@ To save unnecessary writing 

and to expedite the matter of selecting names 
for various purposes, the cards are in three 
colors—buff, white and blue. It divides the 
entire list into three classes—small buyers, 
large buyers and those whose purchases of 


American-made articles are neither very large 


nor very small. We have a large 
cabinet of these drawers. Altogether, 
it contains 23,000 names—one name 
to a card and every card written 
out carefully and fully. (| The ad- 
dresses on these cards show 111 
different countries and 1786 different 
cities. Do you absorb this? We 
have printed a few of them as a 


(CENT. AMERICA, |] 


call 


Santa Tecla 
Bontonate 


EUROPE 


IN ADVANCE PROPOSITION 


Cieaattany 
Gnerce 


THE RISKS AT FROM 2%% TO 5 


border to help drive it home. @ We have 
been ten years compiling, adding to and 
verifying this list. If there is any other list in 
America half as good, we don’t know of it. 
That’s the reason we keep it in a steel fire- 
proof safe and see that the doors 
are closed after business hours. 
@, You cannot afford the 
years, even though you 
have the cash, to build a list 
this. That's why we find it 
profitable to place it at your disposal, at 
a price, which, unlike the list itself, is 
unpretentious. @_| We would be glad to 
hear from you if you sell your products 
abroad—or wish to. We have helped hundreds 
to success in foreign fields. Unless yours is, in 


ater 


-9=2—— 


some ways, an extraordinary case, we can help 
you. This invitation is not addressed to every- 
body—but to business firms in lines on speak- 
ing terms, not to say hand in glove, with 
Success Abroad. And we would not consider 
your query a promise to do more than 
proposals. 
impelled to 

ever, that 
most firms that = spend pennies 
on initial queries, seldom stop at that. 


Py Cie’ S BWW IIRS > IWIN ID) 18 dx 
110 Broad Street, New York City 
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Cetmbea 
Lintos 


Nis Rove de Gaye 
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Grape: 
Alicante 
Aimene 
‘Astoria 
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Sinus de Onis 
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MANUFACTURERS 
THE ILLUSTRATED 
SPORTING NEWS 


THE POPULAR OUTDOOR WEEKLY. 


It is conceded to be the 
highest-class weekly Journal 
published in its field. 


IT IS SUPERBLY IL- 
LUSTRATED; BEAUTI- 
FULLY PRINTED ON 
FINE COATED PAPER. 


INTERESTING AND 
Tet a ee 
WIDNIT, 90 : 


SEND FOR SAMPLE COPY 


The Ilustrat 
4 W. 22d oe ea Sporting News 


Did You Ever Buy A 
Gold Mine for a Dollar? 


And, delving in its depths, bring out many nuggets of pure, 
precious metal of great value ? 

And find yourself suddenly rich in the best things that life affords? 

No? Then you never subscribed for The Era Magazine. 

It's a bigger dollar's worth than you ever bought in your life. 


THE ERA MaGazine has secured for 1904-1905 a fund of new features that will make it 
brighter, more interesting, more valuable than it ever has been. 

It is a magazine of human life, discussing subjects which are most important and vital 
to men and women—and the children are not forgotten. Things which people really want 
to mgr teat the great history-making events in the world’s progress will be told by noted 
men and women, 

Stories by leading authors, those whose genius delights and fascinates the reader to the 
very end, are to form a large part of the coming numbers of the magazine. Among these 
are John Luther Long, Samuel Hopkins Adams, Zona Gale, May Isabel Fiske, Elsie Carmi- 
chael, J. J. Bell (author of Wee MacGregor), John Warne (the distinguished English story-tel- 
ler), Marshall P, Wilder (the bright bubble of embodied laughter), Yone Noguchi (the famed 
Japanese poet and romancer), Cosmo Hamilton, Gilbert Parker, William J. Lampton and 
many others. : 

The momentous questions now stirring men’s minds are being crystallized by such noted 
men as General Charles H. Grosvenor, David M. Parry, Hon. Elliot Danforth, Samuel 
Gompers, Admiral W. S. Schley, Hon. Joseph W. Folk, and others equally popular. 

Surprising and in some instances most deplorable conditions which are found where the 
hurry and turmoil of American life centers to-day are disclosed in most interesting articles 
already begun. These are from the pens of writers who are notably discerning, vigorous 
and subtle. 

Among the half-dozen departments of absorbing interest, we have recently added 
“ANSWERS.” : 

This department, we believe, will prove a practical educator, a great university of the 
common people, open free to a million student readers. Its contributors will be the real 
thinkers, those who from actual experience and practice, contact with forces, study, investi- 
gation and research, are equipped to give the world priceless gems of knowledge. It will 
attract and hold the attention of the young people of the whole country, who will come to 
rely upon it month by month as their most entertaining and instructive friend. ; 

Those who are already among our subscribers will, we think, be interested in knowing 
these things; and those to whom THE ERA does not now come should well be repaid in 
sending for it. We want you for a subscriber and we will send you THE Era for twelve 
months for just EIGHTY CENTS if you will detach this Coupon and send it to us with 
stamps, Post Office Money Order, Check or Express Order forthe amount-EIGHTY CENTS. 


1904 


PUBLISHER THE ERA MAGAZINE, 120 Liberty St., New York, : : 
Please send me THE ERA MAGAZINE for ONE YEAR, beginning with your 
number, for which please find enclosed. 


for EIGHTY CENTS. 
NAME 


STREET NUMBER 
TOWN and STATE 


Write full address very carefully. 


HE ELECTRICAL AGE 


(ESTABLISHED IN 1885) 
AND NOW OWNED AND PUBLISHED BY THE OWNERS OF GCASSIER’S MAGAZINE 


s well as prinung, i J 
“ i Nan you Can UMaAGHE 


yature, The size 0 


pi 1 paper, THE ELECTRICAL 
CA IE it to ve and is an en- 


In the character of its articles 
fr each page is 7 & 10. 


AGE is now without an equal. It is much ee 
tirely new departure in electrical engineering [ 


ECIMEN CONTENTS PAGE 


T FOR MACHINERY MEN 


HERE IS A SP 


A FEAS 
Long Distance Transmission of Energy, - M. ee 
Overhead High-Tension Distributing Systems - b, dak 


ic Motors to Machinery, 
pea William Cooper 


© Eltha Thomson 
- L. B. Stillvell 


The Individual Application o 
Electric Station Power Plant, = - 
Group Switches in Large Power Plants, - 
Voltage and Losses on Transmission Lines, - Alton D. Adams 
Electric Motor-Operated Hoists and Derricks, Hanford C. Judson 
Electric Ovens, ~ - - - = Frank C. Perkins 


Incandescent Electric Lighting - - - W. S. Andrews 


Fuel Losses in Steam Plants and How to Determine Them, 
George H.Barrus 


Pertinent Features of the Modern Electric Meter, - 4H. P. Davis 


The Relative Fire Risk of Oil and Air Blast Transformers, 
E. W. Rice, Jr. 


Miscellaneous Extracts from the World's 
Proposed Electric Railways In Cuba, 7 
‘The Electric Light in Canada, Techn:cal Press 
Electric Kallroad Car Lighting In Germany. Infum Appleatlons. 


A 5,000 H. P. Turbo-Alternator, 

Doherty Go.d Medal Competition, 

Wireless Telegraphy in the Revenue Service. 
The Berlin Type-Printing Telegraph. 

English Portable Electric Drilling Machines. 
Automobll¢ Roads of the Future, 

From Reps to the Summit of Vesuvius, The C 
Telegrap h C onstruction in the African Jungle. mer "lapowe 
The as Engine for Large Power Statlons. Hecate Coe 

rade Catalozues for For ARH OTOL ETone Metallic Caletum 
olf Modern New: r. 

Water Power Development.) alg. 


tion on European Canals, 
ctory Operation kconom 
ntral Stations with Gas Po 
aphone. 
German tlectric Central Station § 
Testing Car on the Bi 


Electric: Tram ways In Sweden. :) 
fram ways h Elements of Flectro-Magnetle Theory 
Chases Rae e sale one Rallwarain Flooded Streets, The Lay-Out ARS RIMES Theory 
: Allis- ners Busitiess, y slope Feit te 
Safety Dress for Electrical Workers, ENCACHTRT OM ere paper hens 
Th Electrical and Mechanical Progress ABC ofthe Telephone,” 
he Largest Steam Turbine Et CU 
A Poitatle Blecile Hen ectric Unit. Editorials 
Mosher Boller, Dally Newspaper Sclence 
A 1,500-Horse-Power Motor Stat His ueneclence, 
3 rter, susine raining foi > Enginee: 
Standard Size Trade Catalogues, BOrsOna lest eo cer 
ydro-Electric Armature Press, Hlectricity for Thawing Out Frozen Water Pipes. 


Trade News. 


PRICE $2.50 A YEAR OR 25c PER COPY 


qT 6 5 : 
he finest illustrations of their class ever printed in magazine form 


The CASSIER MAGAZINE CO., Publishers 


3.5 and 7 West 29th Street 
NEW YORK 


dt 


EVERY MANUFACTURER 


OF MACHINERY, ELECTRICAL OR OTHERWISE, 


WILL WANT TO SEE A COPY 


Now Here ts Our Plan: 


This paper costs us a great deal of money; there is a stack of 
high-grade, heavy, enameled paper nearly an inch high; every 
page is a work of the printers’ art; there are scores of fine half- 
tone prints, all sizes, even to double pages; they show you in 
detail the things which will interest you as a machinery man- 


ufacturer. :: But the contents matter is even more valuable. 
Tere you get in touch with the ideas of men who know, and 
i's always profitable to listen to men who know. :: Now if 


you'll send us a letter, or send us the coupon, we'll send you 


A FREE COPY 


on the condition that you are a manufacturer of machinery, 
electrical or otherwise. :: Write us on your business letterhead, 
or sign the coupon and pin it on a letterhead sheet and mail it 
to-day. :: It costs us more than a quarter to do this, but 


we want you to see 


{ The 

The Electrical Age case me 

i MAGAZINE 
as it is to-day, not as it used to be. CO.. 7 West 29th 
zs St., New York \ 


Please send us a copy of 
The Electrical Age, prepald. 


ADDRESS 
The CASSIER MAGAZINE CO. | 
3, 5 and 7 West 29th Street, NEW YORK 


INTERESTED IN MECHANICS? 


in the 
. d on progress in 
very, keeps you informe like to shop 
: =RN MACHINERY, kee } Valuable a 
Our monthly. Joumal, MopP strated, intresteh Aes of the July, 1904, number. 
mechanica e b Je give here the table ENSEN, M.E.—THE 
man or plant owner. We & sis FOR WAGES.—CBAS. C. CHRINTT MACHINE SHOP. 
Crea ee —THE ALTIMETER GED LOCONOTIVE.—IRON AND 
Se a TT TLLSeE GERMAN He OATING DOCK IN GERMANY. — 
Sree PROSPECTS IN PRANGE.—HAGHINE FOX SPLITTING WoO NTTLESHIPS. - POWERFUL TOYS OF 
BrEEUEE OWER.—REFRIGERATING MACH’ IN SCOTLAND. 
POWER.—REFRI —RLECTRIC POWER ERA 
COST OF STEAM VS. HORSE SS KAMAVCANAL=E COXUEND, 
= D MACHINERY 0. STEM.STORY TOLD AT 
LOL ere 1CAGO.—THE PAY CHECK SYSTAR. Te any ANSWERS, 
Sera aan yp THE MONTE, HINTS IN MECHANICAL ENGINEERING. —QUESTIO} 
FAIR.—NE b 


s__ With every sub- 
INDUCEMENT :—scristion we Bend a 
fi any one of the three Fremiu y 7 
Peioaed below. Subscribe now, é 
$1.00 per year. No back numbers 


furnished. 


LO, 


. : : f Af \ iM} / > 
The Handiest Thing in the World is [pan - 
if 59 If You Have Not Got a ‘‘Desk ff CHIN EY : 
a Desk Watch Watch’ You Ought To Get One a 


will keep just as good time as an expensive watch; can be placed 
sapere on ponrdesis or may be carried in your pocket Once you fend 
how convenient a desk watch is you will wonder how you ever got a ong 
without one, The watch is regular pocket size, full nickeled case, keeps 
accurate time and runs thirty hours with one winding. 


Did You Ever Feel the Need of a Stylo? 


A Stylo is a Pencil that writes with Ink—It is nota Pen. There is 
not a nan in the world who uses a lead pencil but has wished that it were 
possible to have a satisfactory pencil that used ink instead of lead, Well, 
here itis. It is = — - . — = 
not wH OUNCES eee ; aa ; i4 


Sh is N] Granary)“ Sty10 . |F 
ee i Cy - & PATENTS g He l 
ash- Le > > PS OD TT AS > 


ioned stylo with ‘ 
a stiff needle or spring needle; it has just been patented and placed on the market. It is called the Gravity Stylo, 
and its name signifies the principle on which it works. It is only another instance of going back to Nature’s laws to 
find success. One great advantage about these Stylos is that when left lying on the 
desk they are at their best; even ifleft there for several days without any cap on they 
will not leak and will be ready to write the instant the point touches the paper. For 
ruling purposes they are unequaled. Ruling done with a Stylo isas even and per- 
fect as that done by machinery. If you have a Stylo you have a pencil that is 
always ready (just like a lead pencil), the advantage being that ink is used, 


How Far Do You Walk 
in a Day? 


Did it ever occur to you that perhaps you walked miles 
Just going around your shop or office? Perhaps 

4, you'd like to know. If so, get a Pedometer. A 
Pedometer is aningenious affair that goes when 

} you gc and stops when you stop. You put 

it in your pocket like a watch (it's smaller 

than a watch, too), and when you want to 
+ know how far you have walked, all you 

> hayeto do is to look at the Pedometer. 
These instruments have hereto- 

1 fore been very expensive, costing 
from ten to fifteen dollars, 
but this one has just been 
Placed on the market, It is 
Not a toy, but an accurate 

ft and valuable recorder 

of distance which any 
man will find it worth 
while to have, 


Modern 
Machinery, 
Security Bldg. 
Chicago 
GENT EMEN :— 

Enclosed find 
81.00 for which please 
send Modern Machin- 

ery for one yeor, and 
{n accordance With your 
offer, please send me. free 
of charge. One Desk Watch. 
One Stylo. One Pedometer. 
(Kindly encercle one desired), 
Yours truly, 


“NEXT TO 
COLLEGE” 


This is what a prominent educator says of our work. 
We give systematic instruction that enables you to 
secure an advance in position and salary. Ifyou are 
not satisfied with your position we can show you how 
to get a better one. Technical progress has become 
the greatest influence in our civilization. No man 
should be without a knowledge of engineering. It 
means dollars in your pocket. Our courses will nottake 
you fromyourwork. Use your spare time--ten minutes 
a day--and you will be surprised what you can learn. 


SAVE MINUTES AND MAKE MONEY 


If you are interested in increasing your efficiency 
by knowing more than the other fellow look 


Instruction 


ge eee eee h li f Directed by 
Electrical Engineering, Civil Engineering. over tne ist O Memb f 
embers o! 
Contral Station Work, Structural Engineer’g, . 
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nes anion Drew g; 
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Sheet Motal P’t'rn Draft’g,Pen & Ink Render’g, the coupon to us. 


TECHNOLOGY 


Cotton Manfg. Course, Mathematics, 6 

Knitting Course, s Navigation, é Do it N O W 6 
Textile Design, Telep! phony, 

Woolen & Worsted Goods, Tolegraphy, 


|Surveying, Coll College Preparatory Courses, fe cy ba 


AMERICAN SCHOOL 
OF CORRESPONDENCE 


Armour Institute of Technology 
CHICAGO ILLINOIS 


‘Woolen & Worsted Finish’g Tinsmithing, Cut thisOut 
Heating, Ventilation & Refrigeration, 
Plumbing, Chemistry & Dyeing, and send 


Cut out thisSYSTEM COUPON and 
mail {t at once to the American 
School of Correspondence Chicago. 
I am interested In your wok. 
Please send full Information 
regarding 


Sele 


Name.........cceseces 


Edward Everett Hale 

From the painting made for 
The Reader Magazine 

By John Cecil Clay 
Reproduced in colors in the 
September Number 


| THE READER MAGAZINE 


Is for every magazine reader who wants the best in every 
line. A modern monthly for the wide-awake American, 
it is good to look at, good to handle and good to read. 


It contains fiction by the best writers, 


Special articles on the important political, business and 
social events of national importance. 


Artistic illustrations, 


; A complete survey of the literature of the month. 


Portraits of men and women who are doing things. 
Attractively decorated inserts in color. 
The best short stories published. 


DON’T MISS THE SEPTEMBER NUMBER 


At all newsdealers 


THE BOBBS-MERRILL COMPANY, Publishers, 


INDIANAPOLIS, INDIANA 


| FRANK P. BARKER, Adv. Dgr. 
Cahn, Warnpold & Co., Chicago. 


ADVERTISING 
MANAGERS 


who are holding executive positions at 
increased salaries because they learned 
advertising as a TRADE, practically and 
thoroughly. While studying they have 


corrected proofs, figured out the printer’s price for 

hooklets, circulars, etc.; have written advertise- 
ments for all important lines of merchandise; 
have bought paper stock, prepared dummies 
2 and laid out follow-up systems; have bought 
2 FEELS ee newspaper and magazine space, and in fact 
eel} have performed the duties of an adver- 

tising manager while learning to be 
one; doing over again work which has 
been produced by the Mahin Adver- 
tising Company. 


The book will tell 
you how YOU 
can learn at 
home. 


aN > CHICAGO COLLEGE OF ADVERTISING 
NY AJ 1100 Williams Building, CHICAGO, LLLINOIS 
‘Tribune, South Bend, In cA, 


wish 


to know 


how to learn 
Advertising 
as a TRADE 
during my spare 


Y time. Please send the 
FREE BOOK. 


rinciple 


rehe 
The most complete, comp’ 
ever published. Contains over 100 pa! 


Third Edition, R 


If you intend to start in the mail 


resent time and feel the nee 
or a copy of this book. Be 


Synop 


i y ys_ the 

‘hapter I. Largely introductory. _ Shows t 
ae pbebiliGies of the mail-order poses BY 
manufacturers can market their goods by this mi Hot 
cither by selling to retailers, 
ers, or direct to the public. ' 

Chapter II. The standpoint of the small dealer. 
How to begin the business as a side-line, acquiring 
the necessary experience to go in deeper. Read yprine 
circulars and catalogs. How to keep records by the 
card index system. How to follow up inquirics, ete. 
» Chapter WI. The catalog business. How the 
profit is made. The evolution of a mail-order cus: 
tomer. How a customer is secured. The kind of 
ads that pull. Amount of money to spend in ad- 
vertising. How to place it advantageously,’ etc. 

Chapter IV. The follow-up system. Examples 
of follow-up letters that bring a large percentage of 
orders. 

Chapter V. 
with limited capital. 


smaller mail-order 


The class of goods for the man 
How to grow from cheap goods 
into a more pretentious class of articles. Examples. 

Chapter VI. Selling goods through agents. The 
right method. Price and Profit. Examples of good 
ads and letters. 

Chapter VII. “Hints by the Way.’ Practical 
experience of a concern that has succeeded where 
others failed. Three follow-up letters that will prove 
excellent models for many mail-order dealers. 

Chapter VIII. The mail-order medicine busi- 
ness. Inquiries, and how to turn them into orders. 
The value of testimonials, and how to get them. The 
price and the profit. The value of a new idea, etc. 
Examples of good ads and letters, 

Chapter IX. Selling medicines through agents. 
How to get agents and how to keep them. The 
literature. Selling on consignment and making col- 
lections. Three strong letters to agents. This is a 
long chapter—the subject is fully covered. 

Chapter X. Giving satisfaction. Pri i 

C . ‘omptness 
filling orders. Slack methods and where ‘Bes lead. 
Ths keystone of a successful mail business, 

hapter XI. Legitimate schemes. How 

: 2 sR 5 v to 
Bs Profit and still give satisfaction, Samplen ae 
Scheme circulars and follow-up letters. An example 
of a good scheme is given. P 


Chapter XI, ‘The trust or consi 

P ts . ¢ onsignment 

is gone into fully. The author has ahaa ae 

Bilt “kaowlede® ee oe business and speaks with 
y re, le best class of articl 

brepaiiams Wier” in ther digit of practical ane 

a re 10 buy at lowest prices. How 
peep lice at the lowest possible fans Deets 
creditors. How to keep the Percentage of losses 


This book is a mine to all 
their business. It will give yo 
and with prospects of success. Sen 
you but $1.00 postpaid. All purchasers 


gottte Mail-Order Business 


By ARTHUR 
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nsive and practl 
ges of solid re: 


evised and Enlarged 


-order business, Or 


d of further advice, inform 


low will be found a very brief 


( 
e mail order business 


n ‘th ) 
al OU trated with many cuts. 


ading matter, illus’ 


i il-order i at the 
are in the mail-order business 
= ation and help, do not fail to send 


sis of the Principal Chapters 


dunning letters. Do not go 


; Examples of , : 
down, Examp’ business without reading this 


into the trust-scheme 
chapter. 


nter XIII. —_ Advertising-mediums. Impor- 
ee buying the right class of circulation. Value 
of the different monthlies. Tow to place your ad 


in papers that will pull. : ‘ 

Chapter XIV. Typographical details. Ilo 
is measured. Display ads. _Reading-matter < 
flat rate. Classified ads. How to 
copy, ete. x 

Chapter XV. Postal pointers. 
to do and what you ought not to do. 
lations and infractions. 

Chapter XVI. The future growth of the mail 
order business. This class of trade constantly 
creasing. The impetus given the mail trade by th 
extension of the Rural Free Delivery. The ciinu 
lative results of circular mailing. flow to str 
a good first impression so that an order follows. i 
chapter shows the way to “key” your ads effective! 

Chapter XVII. ‘Miscellancous Schemes.”’ \ 
rimonial bureaus and their operation. The right 
class of advertising literature. Courses in hypnotism, 
and the immense profits realized. Palmistry, Astrol 
ogy and Physical Culture are also given attentior 
How to start a successful book or subscription busi 
ness by the mail-order method. The books that se!! 
Valuable pointers on guessing contests and puzzl 
offers. 

Chapter XVIII. Gives exhaustive consideration 
to the question of Financial Advertising. How to 
get mail orders for investment securities, and specu- 
lative ventures on margin. Literature and methods. 
The best mediums to use. Brokers’ advertising. The 
discretionary pool. _Get-rich-quick schemes, Real 
estate advertising, Building and loan  socicties. 
Selling mining stocks, Tollow-up letters, etc. Three 
models letters showing the right sort of arguments 


Chapter XIX. 


1ce 
A 


send 


Position. 


What you ought 
Postal regu 


1 This chapter gives a plan for 
working up a very profitable business. Small capital 
peecdulre Where to get goods that will sell. A 
aE Os Reinet) points for every beginner in the 
Chapter Xx. 
mail-order firms (n 
ceeding as well as 


Contains a number of letters of 
ames omitted) who were not suc: 
they should, or who had made 


absolute failures of th i 
t he business. T asons 
the lack of success, The reasons for 
The Appendix q 
diy 
facturers y *X contains the names of manu- 


y_ mail-order men with 


‘ood i (~ 
goods, supplies and circulars needed in their business. 


Full addresses are given, 


. er bu: : ‘ 
a yan knowled siness men who wish to extend 


or a Copy of this great book to-da 


Teceive a year’s subscription to 


A. C. SWETT, Royal Insurance Buildin 


£¢ to enter the business intelligently, 


y, which will cost 
ADVERTISING free. 


g, CHICAGO 


DUN’S INTERNATIONAL REVIEW 


A World’s Medium for Manufac- 
turers Seeking Foreign Markets 


Dun's Review has more than double the circulation of 
any export paper published in the United States. The char- 
acter and quality of the circulation must of necessity be the 
best, since the names are kept revised, and the paper is 
delivered into the hands of bona-fide buyers in the leading 
foreign markets of the world by the representatives of R. G. 
Dun & Company. 

It is the aim of the publishers to bring the manufac- 
turers in closer touch with the foreign importers of the world 
than they have ever been before, furnishing not only the serv- 
ice of credit and capital ratings, but a medium through the 
aid of which large transactions may be consummated direct or 
through their commission merchants. 

The paper is published in English, Spanish, German and 
French, alternating the German and French languages. The 
manufacturers now advertising in its columns represent the 
unprecedented capital of more than $150,000,000. Incident 
to the celebration of the First Birthday Number, many letters 
were received from manufacturers telling of the splendid re- . 
sults obtained through their advertisement in Dan's Review. 
The following is a letter from the Frazer & Jones Company, 
Syracuse, N. Y.: 


Mr. Jas. L. EWELL, 

General Manager Dun's Review, New York City. 

DEAR SIR: 

We are in receipt of your favor of the Ist, and in reply to same wouud say that we are 
very much gratified with the results of our advertisement in Dun's Jnternational Review. 
Would simply say that we have had more inquiries and direct results from this advertisement 
than from any other advertisement we ever placed for foreign business. 

Wishing you all manner of success, we beg to remain, 

ours truly, 
FRAZER & JONES CO. 
Gero. S. Hier, Treas. 


For rates for advertising and other information desired, concerning DUN'’S 


INTERNATIONAL REVIEW, address 


JAMES es EWELL, General Manager Dun’s Review 
ROOM 906, DUN BUILDING, NEW YORK 
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THE WORLD TO-DAY 


FOR SEPTEMBER, is devoted Principally to the 


@ 
Louisiana Purchase Exposition 


T contains articles by the leading Exposition Officials, from President 
David R. Francis down, and by well-known! writers. These articles 
are not of the ordinary character, simply descriptive of the buildings 
and grounds, but show what such an Exposition actually stands for 

its human side, with its pathos and its humors. 

q More than any Exposition the world has ever seen does that at St. Louis 
present processes and human life and not mere results, It is men, not 
things, in which its creators are interested. It is the spirit, one might 
almost say the soul, of this great institution that our number exhibits. 


A MAGAZINE TO PRESERVE AS A SOUVENIR 


150 Pages 


The Departments 


and 
125 Illustrations 


“The Pike” and Its 
Strang'e People 


Many 


in Colors 


Reerranpencaee 


| A 
a Vivid Panorama 
¥ 
F The Foreigners o& the 

} World’s Greatest 
| an® ir 
| The Buildings Exposition 


Look for this Cover 
Handsomely printed in colors 


PRICE BUT TEN CENTS A COPY AT ALL NEWS-STANDS 


D TO-DAY has heretofore retailed at Three Dollars per year. Its price 
Stenatnety oncan to One Dollar per year, or Ten Cents per Copy, wou ay 
duction either in character or quality. It is the only magazine published treating o t he 
aR liti f life that is sold at a popular price. All other Magazines of its class retai at 
Tw satyeny Cents It is conceded to be the best value ever offered for the money. If 
clea nee familiar with it, look it up at your newsdealer’s or send Ten Cents for 


September issue, the great WORLD'S FAIR number. 


THE WORLD TO-DAY COMPANY 
1107, 67 WABASH AVENUE CHICAGO 


Kale E.Gnswold Publisher Boston, Mass. 


MEN OF AFFAIRS 


i ! interest in everything 
ticularly valuable to world workers who take a keen in erest ae 
ah eas ie the development of the business and financial interests of the 
United States and the World. , il 
There is no element more vital to the Progress of the world’s work than com 


mercial publicity, and to keep in touch with this phase of modern business life 
is essential. 


ISING is devoted exclusively t 


PROFITABLE ADVERTISING helps men of affairs to keep pace with the world’s work. 
Prompt use of the coupon herewith will d 


emonstrate that it is worth while. 


Publisher PROFITABLE ADVERTISING, Boston, Mass, 
Please find enclosed 


Yearly subscription Price ..$2,00 
Six months... 
Sample copy.. 


+» 1,00 


McCLURE’S 
MAGAZINE 


has become noted for its stories of Financial Enterprise. 
It’s the Magazine of Human Activity, with its hand 
on the pulse of Business Achievement. It goes straight 
into the homes of some two million active-minded, 
thinking people, ready at the moment of reading to 
be stirred by its tales of Commercial Accomplishment. 
Turn the leaf, and the same influence is exerted by 
McClure’s advertising pages. They include some one 
hundred pages devoted to more stories of Business 
Enterprise. ‘Fhey exploit everything, from good real 
estate to good automobiles; from good cigars and 
soaps and breakfast food and pianos to good trips 
around the world. Every well-to-do American family 
needs and uses some of these things. Many of 
McClure’s readers can well afford to indulge in all of 
them. Your product has taken the first step into their 
favor, if they meet it in McClure’s advertising pages— 


THE MARK E tokab Agee: 
OF THE W OR Wed 


THE S. S. McCLURE COMPANY 
Curtis P, Brapy, Manager Advertising Dept., New York 


v vla iv 
Freperick C, Lirre Western Representatives, WERRTON Cincnustar | Rew Extn 8S presentaeigs 
Freprrick E. M. Coz § Marquette Bldg., Chicago 


Did you ever give any 
thought to the advantages 
of holding stock in a great 
magazine? 

The Overland Monthly, 
established in 1868, an 
illustrated magazine of 
the West, is offering its 
subscribers an opportu- 
nity to invest in its stock. 

It might pay you to in- 
vestigate this. Write the 
Overland Monthly Com- 
pany, 320 Sansome Street, 
San Francisco, Cal. 


You Wish To 
Extend Your Trade 


For twenty-seven years we have been 
studying the different methods for accom- 
plishing this result, and believe we have 
acquired information of value to every 
manufacturer and jobber of articles of 


general use. 


If you will write us, stating the line ot 
goods you make or sell, we will send you, 
without cost, a plan showing how your par- 


ticular trade may be extended with profit. 


THE HOUSEKEEPER MAIL THIS TO-DAY 
CORPORATION 


MINNEAPOLIS, MINNESOTA 


Advertising Department of 


THE HOUSEKEEPER 


SSE SESE FIERCE MINNEAPOLIS, MINN. 

F. W. LEAVITT, Advertising Manager. 

Advertising Representatives We manufacture 
F. M. KRUGLER, JOHN T. BUNTING, JR. 
150 Nassau Street, 708 Boyce Building, 
New York. Chicago. 
J. A. C. NORRIS, 
43 Tremont Street, Boston 


Granting that the — a 

aper, or set of papers, may, me t, 
could, should and would purchase 
the article advertised, granting that 
rate and circulation are right, what, 
then, is the next great considera- 
tion for the advertiser? 


RESPONSIVENESS 


The people who read The Ellis Papers are specially 
susceptible to advertising arguments. 

As a class the subscribers to mail-order papers are 
the largest buyers of advertised articles in the world. 
They buy more per capita and there are more of them. 
The articles they have been buying for years and years 
are the regular mail-order articles. They are influenced 
by mail-order advertising, and send their money to the 
advertisers. 

They will be influenced by general advertising and 
go to the store and ask for the article advertised, pro- 
vided it is something that they can use. 

In no other way can you reach so many people so 
cheaply with general advertising as through the columns 
of The Ellis Papers, The Papers That Pay. 


THE C. E. ELLIS COMPANY 


W. J. Kennepy, Advertising Manager 
713-718 Temple Court B ildi 
WE wn uilding No. 112 Dearborn Street 
icago 


The Gentlewoman é 
1.50 9 Park's Floral Magaz 5 aie Hie 


0 
ine 375,000 1,25 


Circulation Rate, per line 


noe The Home Monthly . . 400. 
The Paragon Monthly , me 3 0 50 


What class do you want? 


F youare selling your goods to well-to-do 

people by advertising you should use 
Tue Booktovers Macazine, because it 
appeals to well-to-do people exclusively. 
The subscription price is Three Dollars a 
year and two-thirds of the circulation 
(which is away above 100.000) is paid for 


in advance. 


October forms close September 5th 


New York: Philadelphia: Chicago: 
150 Nassau Street 1323 Walnut Street Marquette Building 


T his 
Boy 
Harned 
a Gun 
in S1X 
Days 


@_ Wouldn't your boy like to own a goaie-bar. 
relled, hammerless, breech-loader—a first-class gun in 
every way, made by a famous firm of American gun- 
makers, and warranted by them to shoot as hard and 
straight as any $400 masterpiece? 

@ We have made arrangements with one of the bi 
able to offer one of their superb weapons to any bo 


in our interests for a few days. @Th 
assistance with full instructions, 


& gun companies whereby we are 
y who has “‘sand’’ and will hustle 
€ work is simple and easy 
Outfit free, Write to-day for 


and we will give every 
particulars, addressing 


Circulation 


Manager, Field and Stream, 35 W. 2tst Street 


New York 
AMERICA’S MAGAZIN 


E FOR SPORTSMEN 


_ Quotation board and tickers are th 
in a broker’s office. To him they are t 
of his daily business routine 
the time studying market phases in 
broker’s office. His business demands all his time. 


BRAIN-FURNITURE 


e staple articles of furniture 
he all-essential paraphernalia 
- But not every customer can spend 
the fascinating seclusion of a 
His money is 


stored labor standing in place of years of toil. The service of this 


stored labor is a matter of extremest moment. The broker’s office 


and its furniture 


avail him nothing; he must improvise his own 


furniture in his own brain-office if he would be a wise investor 
Tp + , . . . . , 
The investor’s brain-furniture consists of a systematic knowledge of 


the values which 


create prices. It is the special mission of The 


Wall Street Journal to build just this sort of furniture, and twenty- 
one years of experience has well established the perfection of the 
product. All this brain-furniture is ready for your use. It is not 


expensive either; 


only one dollar a month. 


Make check to the order of 


Publishers of The Wall Street Journal 


DOW, JONES & CO. 


44 Broad St., New York 


FREE 


as 


aa 
E. H. BEACH, Editor 


Send 20c TO-DAY for a Three Months’ Trial Subscription to 


The Book-Keeper 


Business Man’s Magazine 


A Handsome Monthly Magazine of 250 pages for book- 
cepers, cashiers and business men. It will teach you 
book-keeping, shorthand, penmanship, law, advertising, 
short cuts, corporation accounting, banking, business 
Pointers, amusing arithmetic, lightning calculation, etc. 


None of System's readers wants to remain where he is, 
to stand still and not advance, just to plod through life 
in the same old rut. He wants to rise, to go ahead in 
the true American fashion. With some of the opportunity to 
gain the necessary knowledge has been lacking. To win 
success nowadays knowledge must be added to native 
brightness. 


Join The Book-Keeper and Business Man's 
. Magazine's Army of 80,000 readers who 
Jus are learning to be successes. “ oe 


Each number of the magazine contains the experience 
of practical men who are successful. ‘These men are 
specialists who write for no other publication. 


) y emit, mention “System,” and we will send you FREE OF CHARGE, as a premium, a copy 
My hen Sethe following books —Averaging Accounts, 50c, How to Do Without a Trial Balance, 50C, Corne: 
ration Accounting, 50c, The Voucher System, 50c, Duties of Auditors, soc, Accounting System for Wholesale Grocery an 
Hardware Businesses, 50c, Time Record and Payroll System, soc, Retail Accounting, 50c, Ray Cost piccoun tings as 
Burton’s 50 Rules for Locating Errors in Trial Balance, 25c, Accounting for Printers and Publishers, soc, Pointers foi 
Stockholders, soc, 


THE BOOK-KEEPER PUBLISHING CO., Ltd. 


WEST FORT STREET 


DETROIT, MICHIGAN 


CONSISTING OF 


The Famous Wilson 
PERPETUAL LEDGER, 
THE ACME 
TRANSFER BINDER. 
TWO INDEX SETS, 500 

BEST QUALITY LEAVES 


i and outfit will be 
ive us the name of your stationer a! fit 
ae sent prepaid to him for your inspection. 


Chicago Shipping & Receipt Book Co. 


MANUFACTURERS OF 
Loose-Leaf Devices 


———— aaa 
Building the Largest Binder and 
Holder Line in the world. We can 
show you; write 3 .) 


241-251 E. Kinzie Street CHICAGO, ILL 


DENNISON & SONS, Eastern Distributors 
4-10 Liberty St., New York City 


We Base Our Claim 
of SUPERIORITY on the 


STRENGTH 


of our Binder with its wonderful Screw 
Pressure Lock. This, together with our 
flat opening Linen Hinge Leaf, forms a 
combination unequaled for reliability, 
& durability and security—a 
combination which insures 
absolute satisfaction. 
Our Catalog of Loose-Leaf 


A. HL. ; Sree nel ele Rae 
f i 

HOFFMANN af are yours{for the 

@ CO., asking. Write for 


them to-day, 

A H.Holfmann & Co, 
Chicago, Il. 

Xstablished 18¢2 

Makers of 

ONLY 


180 Monroe St., 
CHICAGO. 


Please send us a free 


EE Sheet and also 
your catalogue of Loose-Leaf 
Office Devices and Ledgers, 
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We know that there are fifty 
men who read this paper, who 
are entitled to a position with 
us, and we want that fifty. 
This, then, is to tell them so. 


Now, then, we want salesmen for every trade and 
every section of this big country, not mere order takers, 
but regular Togos who take their fleet of arguments 
into an office and blow up the old theories. 

We know what such salesmen as that are worth 
and we don’t want any other sort. We want men who 
are now successfully selling other goods, but who want 
broader scope for their energies, or young men who 
have the talent sticking ght out all over them, and 
have never had a chance to use it—men who can 
make new records for themselves. 

Our fruit is not so ripe that orders fall into our 
hands. The salesman must take a ladder and hand 
pick every order. 


What is it? Elliott-Fisher Billing Machines, not mere 
Typewriters, nor Typewriters with tabulating attach- 
ments, but semi-automatic machines that are capable 
of performing at one operation what frequently takes 
from two to ten distinct operations to produce. They’re 
as different from ordinary Typewriters as automobiles are 
fem pe ycles. Can pero erated by a bright girl of six- 

n or by a veteran Billing Clerk of sixty wi - 
hour’s instruction, 8 peor alt 

May save $1,000, and perhaps $2,000, possibly only 


$100 in a year's use, and th 1 
4 € econom 
its advantages, acetone of 


If you are the man and 


mc YOu want to grow as we 
grow, write us. . 
Address, Sales Manager, 
ELLIOTT-FISHER COMPANY 
329-331 Broadway, Corner Worth Street 
87 Gracechurch Street, ondont Eng, 
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ARTHUR G. LEONARD 


General Manager of the Union Stock Yard and Transit Company, the 


operative head of the yards management. 


tral made it possible for him to bring to 


training which has enabled him to give 
in its history, 


From a photograph taken in Mr. Leonard’s ofice by SYSTRPIWS — stayp photographer. 


r. Leonard's experience in railway operation with the New York Cen- 
his present position a knowledge and 
the Stock Yards the best management 


sid 
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System is the only element of success that cannot be 
cornered or copyrighted or placed beyond competition. 


In the cost of material—rent—wages—transportation— 
the big manufacturer, the department store, the trust, 
may have the best of it. 


But your system is your own. 


Nine-tenths of success is system, anyway. You have 
the same trade conditions to contend with that your 
competitor has. Only by your system can you surpass 
him. 

System is ingenuity—system is brains. ‘This issue of 


SYSTEM is full of practical pointers—full of the 


methods of others. 


You must apply them to your own condition—apply 
them in your own way—if you would surpass through 


system. 


OLOSSUS : OF : BUSINESS - ORGANIZATIONS 


How a business doing a million dollars a day is organized and 
how the most systematic and economical commercial administra- 
: tion in the world is conducted, is laid bare in this article 


BY T. J. ZIMMERMAN 


The objects of organization are economy, dispatch and accuracy. 


In the center of Chicago within an area of one square mile is concen- 
trated an industry whose volume of output is greater than that of any other 
one industry in this country. 


Its meat products feed a nation of twenty million people. Its by- 
products—equal in value to the wheat crop of the Mississippi Valley— 
supply a myriad of man’s necessities and luxuries. : 


A || Fifty thousand people find employment in this area. From its indus- 
a try one quarter of Chicago's two millions population draw their living. 


i Each moming it receives $1,000,000 worth of raw material—one 
i hundred thousand animals. By night this material has been started on its 
i way to the finished product. Not one particle fails of utilization. 


It represents the first well-defined example of the modern movement 


of centra zation effecting the greatest economy through systemization and 
specialization of labor 


_ Could the American business man be given a better text-book in or- 
ganization—economy, dispatch and accuracy in business operations — 
than this ? 


Forty years ago there 
packers in the meaning Some were owned 
to-day. There were pork I ivate indivi aie 
ee ic, °Y private individuals and companies, 


others by the railroads. 
Many yards for the receipt and hand- Veniences of such a 


were no ling of cattle were 
of the word skirts of Chicago. 
packers and 


situated in the out- 


incon- 


an arrangement are 
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evident. It was just as if a stock ex- 
change was split up into a dozen small 
exchanges and scattered in different 
parts of the city. 

John B. Sherman had opened one of 
the first of these stockyards in 1856. 
He was keen, far-sighted, persistent 
and honest. These four characteristics 
and a realization of the inconveniences 
of the situation, made him the origin- 
ator of the Union Stock Yards. 

He foresaw the possibilities of Chi- 
cago as a live-stock center, and the 
immense impetus which would come to 
the cattle business through the estab- 
lishment of a central yards. 

He had the ability to make other 
people see the possibilities of such an 
enterprise. 

THis business career had been such 
that the confidence in him was suffi- 
cient to secure adequate backing. 

By the last days of 1865 John, B. 
Sherman had won over the nine rail- 
ways chiefly interested in the stock 
trade to the extent that they subseribed 
over ninety per cent of the stock of 
the million-dollar Union Stock Yard 
& Transit Company, and the Chicago 
Union Stock Yards were established 
on a three-hundred-acre tract of land 
in what was then a suburb of Chicago. 


THE REASONS FOR THE MARVELOUS 
GROWTH OF THE STOCK YARDS 


The total receipts at the stockyards 
in its first year were one and a half mil- 
lion animals. Last year the total re- 
ceipts were almost sixteen millions. 


From a capacity of 50,000 the facilities 


of the yards have expanded until their 
pens will hold without congestion one 
hundred thousand animals. Here is a 
business which, in forty years, against 
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the strongest of competition in other 
localities which may apparently seem 
to have better advantages, has grown 
from nothing to a million dollars a 
day. 

The business man who is working for 
an increase in his business will ask: 
To what is this to be attributed? Can 
I apply the factors which have made 
this growth to my own problem? 

In the first place Chicago was the 
first on the spot. It did not wait for 
the opportunity to knock twice at its 
door. The demand for meat supplies 
during the Civil War called for a con- 
centration of production. The rapid 
development of the West by the ener- 
gies released after the war brought 
forth immense quantities of domestic 
animals seeking a market. On the 
east was the market; on the west, the 
product. Chicago gave them a place 
to come together and afforded the best 
facilities in the way of transportation, 
handling and prices. 

In this connection the fact must not 
be overlooked that Chicago is by 
nature located at the center of popula- 
tion and is the great central dis- 
tributing point of the continent, with 
unequaled transportation facilities. 
But would it have this commanding 
position and these facilities if it had 
not seen its opportunity and hurried to 
grasp it? 


THE INFLUENCE OF THE PACKING IN- 
DUSTRIES IN THIS GROWTH 

The development and concentration 
of the packing industry in Chicago was 
the second influence which helped the 
erowth of the stockyards. The facili- 
ties offered by the stockyards first 
attracted the packing interests. it 1s 
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1. Chicago Jun dion Ry. 
2. Drover’s Journal 


(daily newspaper) Bldg. 
ure Bred Live Stock 
Record Bldg., devoted 
to Exhibitroom, Associ- 
ation and Club offices, 
4. Transit House, owned 
| and managed by Stock 
1 ard Company, 


ition. 
One of the new brick 


scale houses. 


CE 
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1. One of the many miles of 
covered yiaduds traversing 
the yards, facilitating the 
passage of animals from one 
point to another, 

2. The Exchange, Building 

in which are located banks, 

offices of commission men, 


the Stock Yard Company, 


5 q 5 meh 
Se ay a ——E——————— i 
3. Plant of the Hammond “= \ \" Saas NSS 
Packing Company, now a ANAS na . FEN A 
: ANN 
part of the National Pack- Shy 
ing Company. _ \a AY Ae 
Fick SHS 
ee 


in the foreground, the 8,000 covered sheep and hog pens on the extreme right, the great plants 
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1. West end of the Exchange 
; Bld 
; 


2), Plant of Armour & Co, 

3, Swift & Company's plant, 

whose buildings cover an 

area of 44 acres, Whose 

t floor space is 88 acres, and 

which employes 7,000 men. 

© water tower, supplied 

y six artesian wells with a 

combined dail Capacity of 
10,000,000 gallons, 

5. Two of the four sheep 

ie ouses, whose capacity js 


f 125,000 animals 


of Packingtown, in the background, 


This area of one Square mile is a complete community in 


— 
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1. The power house, includ- " Coe sone eagle eS) 43 
ing the heating, lighting and a) al {Seman Sey | ata Yoo eS alli 
pumping plants. b Bre Ss 

2. One of the sheep houses. Se SEES 

3. Plant of Morris & Co. 

4. Part of the National 
Packing Company's plant. 
5. The hog pens, capacity 

300,000. 

6. Tracks of the C. J. Ry., 
along which the full stock 
trains pull in and unload at 
the \iterac (7), behind 
wihicn are the chutes lead- 
ing into alleys. 


itself with its own lighting, water, heating, and sewerage systems, and its own business center 
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true, but their great parallel Gheaele 
ment was due to man—to the strongest 
commercial personalities that the West 
has brought forth. a. 
For in spite of the natural facilities 
which surrounded Chicago, without 
the presence of such men as Philip D. 


<P 1 e 
Armour, Gustavus F. Swift, George 
Hammond and John B. Sherman, the 
industry would not now be con- 


tributing one quarter of the wealth of 
Chicago. Each of these men had cer- 
tain distinct success-bringing charac- 
teristics; each contributed something 
to the development of the packing in- 
dustry. 


THE BEGINNINGS OF THE PACKING 
INDUSTRY 


Away back before the war, Mil- 
waukee was the packing center of the 
West. At this time, before the dis- 
covery of refrigerators and the ship- 
ment of dressed beefs, the packing of 
cured and salt pork was the whole 
packing John Plankinton 
was the first packing king of the West. 
Young Phil Armour. just comine from 
the California gold fields with his care- 
fully hoarded capital of four thousand 
dollars, entered into partnership with 
John Plankinton, pork packer. And 
from him he learned many things well. 

During the war 


industry. 


Armour saw. as did 
Sherman, that Chicago was to be the 
packing center of this country, Soon 
after the establishment of the Union 
Stock Yards. he broke away from John 
Plankinton and made the 
center of his interests, Joy many years 
he was the only large packer in the 
Chicago field. Te established offices 
in New York and Boston. 
market 


Chicago 


To see his 
broaden until it matehed the 
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boundaries of the continent—that was 
him ambition. And with its expansion 
the stockyards and Chicago grew, for 
all his hogs were taken from these 
eyards. 

In these years the only beef trade 
outside of the local business was the 
shipment of live cattle to the East. 
While Armour was building up his hog- 
packing industry and beginning his 
grain operations, two young men were 
coming forward as the leading beef 
shippers of Chicago. 


THE EARLY CATTLE BUYERS AND 
SHIPPERS OF CHICAGO 


Swift was a 
who bought cattle shipped in from the 
West, and shipped them East. Tle was 
known as the posted the 
shrewdest buyer on the market. but 
scrupulously honest—a New 
and Yankee. Ife knew eattle. In 
a business which was more or less spee 


Gustavus I, buteher 


best and 


typical 


Kne 
me 


wlative, his shipments always brought 
him a profit, and he satisfied his cus- 
fomers. Ilis ery was always “volume ;”’ 
his cattle went all over the Hast and 
across the seas. And the more cattle 
he sold, the more came into the Chicago 
stockyards. 

There was another shipper of 


big 


proportions in the yards, This Was 
Nelson Morris, They used to say at the 
yards that anyone who could heat 


“Nelse?? Mowris at a tr 


ade could beat 
the world, 


Te had all the business in- 


stinet of his vace combined with the 
hustling: spirit of the American. When- 
ever he saw other people inaking 


money, he followed. and made a for- 


tnne off what they left behind. 
A fourth man, 
fo dominate the 


With these three, was 
packing industry of 
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Chicago. George Hammond was per- 
haps the earliest packer in Chicago. 
We had a pork-packine plant estab- 
lished at Hammond, Indiana, and he was 
also a heavy eastern eattle shipper. 
Hammond was a thinker and a close 
student of the problems in his industry. 
Not so broad and vitalized a man as 
Armour, nov so keen and persistent as 
Swift, nor so shrewd as Morvis, he had 
ideas and he could work them out. Ie 
was the scholar of the Big Four. 


THE DISCOVERY OF REFRIGERATION 
MADE CONCENTRATION POSSIBLE 


The which constantly 
yvessed on the shippers was how to 
climinate the heavy loss through shrink- 
age and other risks involved in shipping 
ive cattle to eastern markets. It was 
he same problem which faces every 
yusiness man of to-day—how to widen 
his market and yet keep down the ex- 
yense of marketing. 


problem 


| have said that Mr. Hammond was 
the student of the packing group. In 
1871 he shipped the first carload of 
dressed heef in what was simply an ice 
refrigerator mounted on wheels. It 
arrived in New York in good condition. 
The cattle had been slaughtered for 
less money than they could be in the 
East; the by-products were saved be- 
cause they joined the waste of thou- 
sands of other cattle and so could be 
utilized better; and the transportation 
charge per pound of dressed beef was 
less. The problem was solved. The 
markets of the world were open to the 
Chicago packers. The perfection of the 
Appert process of preserving meats in 
1874 made possible the exportation of 
American meats to every nation and 
race in the world. 
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1 have said that Mr. Swift was the 
progressive and daring element among 
the packers. He worked out and 
applied this new idea in a way that the 
more leisurely Hammond would not do. 
In the development of further econo- 
nies and inventions he led the way. He 
was the butcher of the stockyards: the 
packing house was his field. 

Mr. Armour was not far behind him. 
And Mr. Armour could wait until ex- 
periments proved successful; then, 
already a millionaire through his pork- 
packing and wheat speculations, he 
immediately took up the perfected plan, 
poured his millions into large scale 
production in a yast beef-slaughtering 
plant, and turned his vital energies 
toward broad-guaged marketing—and 
drew millions from it. Ile was the 
financier—another name for a dead 
speculator—of the yards; his seat was 
at the head of the conference table. 


WHAT_.MR. ARMOUR CONSIDERED THE 
BIGGEST FACTOR IN THE INDUSTRY 


Then’ there was a third factor with- 
out which this industry could not haye 
attained its pre-eminence. Philip D. 
Armour, the man into whose coffers 
flowed the biggest stream of gold from 
the mills of its industry, realized the 
predominance of this factor, and once 
he expressed it’: 

“System and the growth of the West 
have built up the packing industry. 
Things were changing at startling rates 
in those days. The West was growing 
fast. Its great areas of production 
offered good profits to men who would 
handle and ship products. Railway 
lines were reaching ont in new direc- 


(1) From an interview 
Mardea In 1896. 


taken by Orison Swett 


ity with the same length of frontage. 


tions, or increasing their Capacities and 
lowering their rates of transportation. 
These changes and the growth of the 
country made the creation of a food- 
gathering and delivery system neces- 
sary, 

“System in the man 
is pre-eminent. We believe in thought- 
fully adopting every attainable im. 
provement, mechanical and otherwise, 
in the methods and appliances 


ufacturing, too, 


for 


A long line of chutes into which the Sock is driven di- 
rectly from the cattle cars on the Chicago Junction Railway; 
from the chutes the animals are led along the alley to the 
Proper pens. The drawing shows how one incline and gate 

__ is made to serve two chutes, thus doubling the chute’s capac- 
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handling every pound of grain or flesh. 
Right liberality and right economy will 
do everything where a public need is 
being served. Then, too, our methods 
improved all the time. There was a 
time when many parts of cattle were 
wasted, and now by adopting the best 
known methods, nothing is Wasted. I 
believe in finding out the truth about 


all things—the very latest truth or dis- 
covery—and 


applying it,” 
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A near view of the cattle pens which cover the greater portion of 
the stock yards. They number 13,000 and furnish yardage for 75,000 
cattle; each penis equipped with feeding trough and a hydrant fed by 
the wells of the Company. The accompanying drawing shows the 
layout of the yards—which is cut up by alleys into re¢tangular 
bioeke made up of from four to twelve pens, each opening into an 
alley. 


And Arthur G. Leonard, the general 
manager of the Stock Yard Company, 
which brings the stock to the yards 


and hands it over to the packer, gave. 


the same answer. 

‘‘What are the most important factors 
in the management of the yards?’’ he 
said. ‘‘Dispatch and aceuracy. And 
these both are secured by system. From 
twelve o’clock at night until eight in 
the morning, trains come puffing up to 


our platforms. The seventy-five or one 
hundred and twenty-five thousand ani- 
mals which they contain must be un- 
loaded, identified and yarded, fed and 
watered, sold and weighed, and de- 
livered quickly, in the best condition 
and without mistake, into the hands of 
the buyer. 

““We do not buy and sell, we merely 
perform a service. For this reason 
our work ean be systemized from 
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iop to bottom. And it has been sys: 
temized so that the executive work of a 
corporation handling three hundred 
million dollars’ worth of goods in a year 
is concentrated in the hands of half a 
dozen men.” 

The river bed found and the stream 
started, it was a question of widening 
the market of the goods and perfecting 
the manufaciure more and more to the 
utilization of the non-edible portions of 
the animal. How this was done and 
how the younger generation of packers 
has taken up and worked out this prob- 
lem of organization and system which 
followed the pioneer work of their 
fathers, will be told in the next article. 


HOW AND WHY ONE MANAGEMENT 
DETERIORATED 

With this development of the packing 
industry, the Union Stock Yards grew 
in size and developed in system. John 
B. Sherman was that type of shrewd 
American business man who works for 
the love of the idea which he has de- 
veloped. The Union Stock Yard was 
his conception and for thirty years he 
was its active manager, conducting it 
along broad. fair lines, 

In these early years the Chicago 
stockyards had something of a 
monopoly; western railways were still 
unbuilt; there were no other packing 
centers, no other stock-handling facili- 
ties. 

But in the last two decades of the 
century there came a marvelous de- 
velopment of the West. The railways 
Supported it and new transportation 
centers grew up in the West—Omaha, 
Kansas City and St, Paul. The packers 
built large plants in these places, 
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Mr. Sherman was losmg his hold ou 
details. The Chicago stockyards, think- 
ing itself seeure in its monopoly, made 
few improvements in ifs service, It 
made that mmpardonable business mis- 
take of thinking that certain trade be- 
longed to it and could be held without; 
effort. It suddenly woke up to the fact 
that its business was slipping away. 
The cattle men were obtaining better 
service in other yards. From seventy 
per cent of the cattle business of the 
country in carly years, its proportion 
fell to forty per cent in 1895, and 
showed even a falling off in actual num- 
ber of animals received. 

Meanwhile the stock of the corpora 
tion had become scattered. ‘The west- 
ern railways, growing too rapidly, like 
a boy in his teens, were constantly 

eshort of sustenance. Their stoekyvards 
stock was way above par. They sold it, 
And gradualiy but not unconsciously it 
was gathered in by one interest. In 
1898 the Vanderbilts controlled the 
Union Stock Yards. 


THE INTRODUCTION OF NEW MEN AND 
METHODS 

In the field of business operations, the 
name ‘‘Vanderbilt’’ stands for thor- 
oughness and good service. The Union 
Stock Yard mmediately felt the influ- 
ence of their control. They installed 
anew management, whose work was to 
bring Chicago into its old and natural 
position ag the leading stock center of 
the world. 

The new management lived up to the 
name of its hackers. In the next three 
years the equipment and conduct of the 
yards underwent an improvement 
Whose course and results every busi- 
ness man might do well] to study. The 
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A scale house, where the stock is weighed just before it is 
handed over to the buyer; the accompanying plan of the interior 
shows the position of the weigher and the scale beam, and the 
facilities for rapid entrance and exit of animals, making it possible 
to weigh 150,000 animals in one day on the dozcn scales scat- 


lered throughout the yards. 


e 


capacity of the yards was almost 
doubled. Millions of dollars were in- 
vested in improvements. ‘The alleys 
and peng whose marshy grounds had 
formerly been covered with planks or 
left in their primeval state of muddi- 
ness, were paved throughout with brick 
laid upon a foundation of sand and con- 
crete. A complete sewerage system was 
put in, making this square mile of area 
the hest-drained spot in the city. 


Artesian wells were sunk affording a 
private supply of water for all uses. 
Ag one commission man expressed it to 
me, ‘‘the new management found a 
tumbled down and decaying property ; 
it has transformed it into an up-to-date 
and well equipped establishment.” 


THE FORMATION AND ORGANIZATION 
OF THE STOCK YARDS 


The Union Stoek Yard & Transit 


: 

of 
: 
1| 
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Company is not engaged in buying, 
selling or slaughtering live stock. Its 
business is to offer a proper place and 
adequate facilities for the receipt, care 
and handling of live stock, to provide 
a meeting place and exchange for the 
raiser and seller of the stock, on the 
one hand, and the buyer on the other. 

All the land within the stockyards, 
five hundred acres (including ‘‘Pack- 
ingtown,’’ where the great packing 
plants are located, the area is just one 
square mile), is owned by the Stock 
Yard Company. Of this four hundred 
and fifty acres are covered with pens, 
owned and operated by the Stock Yard 
Company. The remainder is devoted to 
buildings, some of which are owned by 
the Stock Yard Company and some of 
which belong to outside parties who 
pay a ground rent. 

The clearest conception of the stock- 
yards is as of a community, inde- 
pendent and sufficient unto itself. Its 
official organization is very simple. At 
its head is the president of the Union 
Stock Yard & Transit Company. He is 
a financial directing officer rather than 
a managerial executive. Not only are 
the financial interests of the Stock Yard 
Company themselves Jarge, but the 
interests related to the stockyards are 
enormous. To direct the general policy 
of and toward these interests and the 
finances, is the work of the president. 

The general manager is the executive 
and operative head of the stockyards. 
His office is located in the yards in the 
very heart of the work; he controls the 
management of the stockyards, and, as 
will be shown later, directs it down to 
its very details. He has only three de- 
partmental executive heads under him : 
First. the superintendent, who has 
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charge of operating the yards; second, 
the auditor, who is head of the account- 
ing department; and third, a man who 
conducts the promotion or publicity 
work and is the diplomat, the ‘‘front.’’ 
Outside of the accounting department, 
there are not more than a dozen clerks 


in the offices. 


HOW THE STOCK YARDS ARE AN INDE- 
PENDENT COMMUNITY 


I have said that the stockyards are 
a community in themselves. They have 
their own water and light plant, their 
own police and fire protection systems 
The police organization is rather 
system of watchmen than of peace 
keepers, and the municipality always 
has at least one police officer on tly 
grounds, for it must be remembered 
that this square mile of territory is 
within the limits of Chicago, subject 
to its jurisdiction and open to the 
public. 

The stockyards have their own belt 
line railway, the Chicago & Junction 
Railway, which, although an inde 
pendent corporation, is very closely 
identified with the Stock Yard Com 
pany—the personnel of the manage- 
ment of the two concerns is virtually 
the same. It is really a system in it- 
self, for it has a trackage of over three 
hundred miles, and probably carries 
more freight traffic than any other in- 
dependent line of similar length. Its 
tracks form a belt running all the way 
around Chicago, connecting with all 
the railways running into Chicago, 
from which it receives the stock to be 
delivered in the yards, and to which it 
delivers the dressed beef and other 
ates cet leave Packingtown. 

en its officers the Stock Yard 
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One of the four immense sheep houses in the yards; it is walled in and roofed over, light and airy; this, to- 
gether with the other three sheep houses, contains over 5,000 pens, and has a capacity of 125,000 
sheep; the pens are furnished with equipments identical with those in cattle pens 


Company is closely identified also with 
the banks and other businesses operat- 
ing in the yards. All manner of inde- 
pendent industries are carried on in 
its territory, by independent individ- 
uals, from fruit stands up to completely 
equipped stores and newspapers. 


THE MANAGEMENT OF THESE MANY 
VARIED INDUSTRIES 


Whatever complexity there is in the 
Stock Yard Company’s organization Is 
due to its broad interests outside the 
mere handling of stock. It 1s, in the 
first place, a landlord. Tt leases eround 


rents to horse commission merchants 
for their stables; to various parties for 
the erection of buildings for mercantile, 
newspaper and railway purposes. It 
also owns an office building on the 
grounds and rents out offices to banks 
and commission houses and other in- 
terests in the yards. 

It is a hotel and restaurant keeper. 
Not only the Transit House but various 
lunch rooms and restaurants through- 
out the grounds are owned and man- 
aged by it. Tt owns and runs a general 
store. 

A horse market is another of its 


| 
\ 
| 
} 
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activities. A building for stabling 
horses and holding auctions and a 


stretch of pavement for exhibition runs 

make up this market, where charges 

are based on the per head sale. 

Tt conducts an annual live stock ex- 
position, attended yearly by nearly 
half a million visitors, for which it has 
a special amphitheater and a group of 
smaller buildings. 

The management of these widely 
differing activities will give pointers to 
any business man with wide interests. 
Each department is in charge of a 
manager under the gencral manager. 
He is given full authority over opera- 
tions and is held strictly responsible 
for results. All the accounting and 
record keeping is done in the general 
offices—a sufficient check. Bach de- 
partment has a separate account on 
the books of the corporation; it is 
charged with its own Operating ex- 
penses and its just percentage of the 
total generai expenses, and is credited 
with its gross earnings. 

The general manager keeps in close 
touch with all departments through de- 
tailed monthly reports of all operations, 
earnings and expenses whieh he re- 
ceives from the auditor. These are 
described below. 

The predeminant business of the 
Stock Yard Company is to provide a 
market place and facilities for the 
handling of stock, It is in its system in 
this work that it is unique, and that it 
offers its contribution to business 
methods. 


HOW THE LIVE stock IS RECE| 
IVED 
THE YARDS : 


At twelve o’clock at might the 


. head. 
ights of many engines ean be seen moy- 
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ing toward the stockyards with their 
Jone” trainloads of cattle, sheep and 
hogs. One after another they roll up 
to one of the twelve platforms, behind 
which are the long rows of chutes or 
receiving pens. 

The instant the train stops the con- 
duetor runs into the nearest of the two 
stations which ave just behind the plat- 
forms, and gives his bills of lading to 
a clerk. A squad of unloaders turns the 
stock from the ears into the chutes, and 
is followed by a checker who notes 
which carload went into which chute. 

From the chutes the 
driven into the pens in that district of 
the yards which is looked upon—only 
hy tradition, for no pens are leased 
as the pens of the commission house to 
whom the animals have been sent, All| 
stock coming into the yards must be 
consigned to some commission house 
All the Stock Yard Company does is 
to deliver this stock to the consignor. 

The receiving station keeps a record, 
on each lot of stock received, of the 
consignee, the consignor, 


animals are 


the number of 
animals, the car number and railroad. 
the chute and pen into which it was 
turned, It has thus a complete history 
of every animal which comes into the 
yards. These facts it sends to.the audi- 
tor’s office for billing purpose. Tt also 
makes a daily report on the unloading 
of trains to the operating department 
to show what work has been done and 
the dispateh with which it has been 
done—for this is the most important 
factor in the Operation of the yards. 
The four hundred and fifty acres in 
the yards devoted to pens ar 


are divided 
ito three parts, called 


divisions, One 
cattle pens 
the ground and un- 


division is covered with 
which are all on 
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covered; another is devoted to sheep 
pens, which are two-stovied covered 
structures, but in no way different from 
the cattle pens; the third division 
accommodates the hogs—these also are 
double-decked and roofed over, 

This pen area is laid out like the most 
methodical city. Streets running at 
regular intervals at right angles to each 
other divide the ground off into a cer. 
tain number of blocks. Each block is 
divided by fences into a number of 
pens—from fowr to twelve—each of 
which has a gate opening on a street. 
Hach pen contains a feed trough of the 
best construction, and a hydrant which 
supplies the pens with artesian water. 
The two-storied sheep houses and the 
hog pens are laid out in the same way. 
Kach block and each pen has its num- 
ber. A pen is designated as, say, “‘Pen 
Six, Block Twenty-four, Division A.” 
KXnowing the division of the yards, the 
munbers are so arranged that a pen can 
be easily loeated. 


THE NEXT STEP IS THE SELLING OF 
THE STOCK 


The first thing the commission house 
does when it receives its stock is to see 
that it is fed and watered. The water 
is free and can be drawn off hydrants 
into pens in any quantities. The Stock 
Yard Company has a produce depart- 
ment which furnishes feed of all kinds. 
Orders for feed are received and filed 
here, and memoranda of the sales sent 
to the auditing department for billing. 

The eattle fed and watered, the com- 
mission houses are now ready to re- 
ecive the buyers. The clearest concep- 
tion of this whole transaction is to look 
upon the yards as a “%ehange;” the 
commission men are the brokers, the 


a 
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packers the investors. ‘The commis- 
sion men must charge their customers, 
that is, the owners of the stock, a cer- 
tain fixed price per head for selling the 
stock, 

It is, therefore, to their advantage 
to sell for the best price, for their value 
to their patrons depends upon the price 
they can secure for the stock entrusted 
to them and the prompiness with which 
they dispose of it. The better their 
knowledge of the market and of the 
wants of their buyers, therefore, the 
greater the advantage with which they 
ean sell. Knowing what quality and 
price each packing house favors, they 
know what cattle to show to each 
buyer and what talking points to bring 
up in the sale. 


THE WORK AND NECESSARY ABILITY OF 
THE BUYERS 


The buyers represent either packers 
who wish to slaughter the cattle, the 
shippers who wish to ship the stock on 
the hoof, or the feeders who wish to 
buy eattle for feeding. No more expert 
class of men can be found among com- 
mercial specialists than these. They 
must know both sides of the question— 
stock raising and packing. 

The buyer must judge of an animal, 
and not only of one animal, but of a 
great herd, as they stand on the hoof 
in the pen, and he must do it on the 
spot. His decision is based on two fac- 
tors—first, the quality of the meat; 
second, the percentage of edible meat 
to non-edible substance in the animal. 

The buyers dispatch their work with 
marvelous rapidity, as they ride from 
pen to pen in the yards and buy what 
they see fit from the commission houses, 
or are invited by commission houses to 
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consider stock which they have for sale. 
A most remarkable feature is that all 
sales are made on word of honor. An 
affirmative from a buyer, a nod of his 
head or wave of his riding whip closes 
the deal. 


THE WORK OF . THE LIVE STOCK EX- 
CHANGE 

The Chicago commission houses, and 
other individuals and concerns inter- 
ested in the live stock business, are 
organized into a voluntary organiza- 
tion, the Chicago Live Stock Exchange. 
Not organized for profit nor interested 
directly in buying or selling, its object 
is twofold. First, a negative pur- 
pose—to prevent sharp practices and 
fraud; to this end it provides regula- 
tions for the conduct of business and 
the protection of all parties. Second, a 
positive purpose—to promote the in- 
dustry; to secure needed legislation 
and the best advantages in the way of 
transportation and service; to secure 
adequate inspection of animals. 

The Exchange exercises a disciplin- 
ary function over its members. Dis- 
missal from the Exchange means that 
a commission man or shipper must go 
out of business—none of its members 
will do business with him, and since 
they inelude shippers, buyers, packers 
and Stock Yard Company, there is no 
one else to do business with. The Bx- 
change has been the strongest factor 
in promoting that Openness and 
honesty in all transactions which has 

_brought the unswerving confidence of 
all shippers. 

The cattle sold, the Stock Yard Com- 
pany again steps in in its funetion as 
weigher. The commission house drives 
each lot of cattle sold to one of the 
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seales scattered through the grounds. 
Their weight is entered on a record 
which makes four manifold copies at 
one writing—one is posted on a bulle- 
tin board in the scalehouse for public 
inspection; one goes to each the buyer 
and seller, and the fourth remains in 
the hands of the weighmaster. 

The stock weighed, they are delivered 
at the scales to the buyer. Their 
course here from stock on the hoof 
to the finished goods will be deseribed 
in the next article. 

The buying and selling transactions 
in the yards are on a cash basis. The 
commission houses receive the slips 
showing the weights of the various lots 
of cattle consigned to them, and from 
their salesmen they learn the prices a! 
which these cattle have been sold, 

A detailed report is then made out 
for the shipper on a blank sent to him 
on the same day, which gives, down to 
the smallest detail, the history of the 
transaction. It tells to whom the stock 
was consigned; the number of animals 
sold; their weight; the prices received : 
the total amount of the transaction ; the 
deductions for freight which the com- 
mission houses always pay; the charge 
for yardage made by the Stock Yard 
Company and for feed and bedding; the 
cost of inspection; and the commission 
man’s commission. The total deduc- 
tions are subtracted from the total re- 
ceipts leaving the net proceeds. Re- 
mittance covering the amount is imme- 
diately made to the shipper. 

The commission house the same after- 
noon sends its bills to the packing house 
and receives a check for the amount on 
the following day. 

By three o’clock in the afternoon the 
hundred thousand animals which 
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entered the yards in the morning have 
been cleared and are in the hands of 
the shippers or packers, many already 
in the course of manufacture. By five 
o’clock the shipper’s remittance is on 
the way to him, bills have been sent out 
to the buyer, and the commission man 
has his day’s wages. Bach day’s oper- 
ations in the yards are complete—inde- 
pendent of those of every other day. 

The final step in the series of opera- 
tions in the stockyards is the method by 
which the Union Stock Yard Company 
collects for its services. Its charges are 
based purely and wholly on the num- 
ber of animals handled. It collects a 
certain amount for each head of cattle, 
each sheep, each hog, each horse, that 
is handled and disposed of through its 
facilities, from the commission houses 
to which the stock was consigned. 

When a commission house is estab- 
lished it must give a bond of $10,000 
to the Stock Yard Company if it wishes 
to enjoy the facilities of the yards. The 
company handles all the cattle con- 
signed to this house and delivers all the 
feecl and bedding ordered, and sends in 
its bill twice a week. 


HOW THE GENERAL MANAGER KEEPS 
IN TOUCH WITH DETAILS 


Here is a system which may truly be 
said to work itself. But the manage- 
ment realizes that even through the 
most closely woven strands of system, 
extravagance and leaks may creep. 
Therefore the general manager receives 
a monthly set of reports which show 
him in perspective and in detail the op- 
erations for that period. 

The most important of these reports 
is the monthly summary of business, 
Which comes to him the beginning of 
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each month, from the 


auditing depart- 
ment. 


__ It gives four sets of figures on every 
item: First, the figures for the preceding 
month of the current year; second, for 
the same month of the previous year; 
third, for ali the preceding months of 
the current year; and fourth, for the 
same months of the previous years. 
This affords all needed comparisons. 

The report in form Opens with a most 
general statement and works down step 
by step to the smallest details. It be- 
gins with a summary of operations. 
This merely gives the total earnings and 
expenses from each of the several de- 
partments of operation—divided into 
operation of yards, horse market, and 
transit house—and shows the total net 
earnings and the surplus or deficit 
above the regular dividend. 

On the next sheet is a statement of 
the earnings from the operation of 
yards in totals from every source, and 
this is followed by a detailed amount of 
the earnings from each source. A sim- 
ilar table shows the details of expenses 
from operation of yards. Like tables 
give earnings and expenses from the 
operation of the other two departments. 
All these reports are most detailed. 
There are no all-inclusive or miscel- 
laneous items. ; 

The general manager also receives 
each mouth a report showing the re- 
ceipts of each commission house, and the 
purchases of the packers. These may 
not seem to directly concern the man- 
agement of the stockyards. But when 
it is considered that everything which 
relates to the volume of business of the 
related interests in the yards also 
affects the business of the company, 
these reports become of vital import. 


We present here the views of five manufacturers on the value of Se 
remember that manufacunng is the most complex of businesses; then reac 
what these men believe the chief factor in their success—and apply it 


The banker buys and sell credits or security. The wholesaler, the 
retailer, buys and sells commodities. 

Here are just two primary commercial elements—to buy at the 
lowest price commensurate with quality; to sell at the highest price 
conducive to profit. 

The manufacturer also buys and sells—he has these same two busi- 
ness elements to consider. But his principal work is neither of these two; 
it is the process between them—the process of taking what he buys at the 
best price and transforming it in the most economie and efficient way 
into what he is to sell at the best price. 

It is in this middle process that there arises the mass of details, 
absent in merchandising, which makes the manufacturing industry so 
complex. And that factor which will give the manufacturer a better 
grasp on these details—a fuller knowledge of costs, labor, conditions, fac- 
tory economy, plant organization—is the most important factor in his 
ultimate success. 

For a business to grow to great proportions implies two things: first, 
that it has made profits which have enabled it to expand by means of this 
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surplus; and second, that it has had an organization able to carry and 
take care of this growth. 

Jt is, therefore, fair to assume that businesses which are the largest 
of their kind have possessed that characteristic, have utilized that factor 
which makes for manvfacturing suecess, 

We have asked five manufacturers, the active heads—and, what is 
more, the huilders—of five great manufacturing industrics. ‘each the 
largest in its line, to tell you what this factor is. ; 

You can read what they say. It is system that giy 
edge, the erasp, which they must have, 
they built up the or 


es them the knowl- 
ym System was the tool with which 
ganization that automatically carries on their im- 
ation the elasticity 
crease in trade, 


pulses. System gave io that organiz 
which enabled it to expand with the in 


and efficiency 


SUCCESSFUL THROUGH SYSTEM 


W. W. KIMBALL 
President ‘of WW. W. Kimball Company, a man who since 1857 has been building 


a business organization which is owned and controlled entirely within itself, 
and which is larger than any similar manufacturing house in the world 


“ System consists in the practice of selecting for each department of an en- 
terprise the right ability for that work and holding this man at all times respon- 
sible for results. 

“This is the essence of system; the work must first be organized and sep- 
arated into its departments; men able to carry on the work of these depart- 
ments must be placed at their head; they as individuals must show results from 
their efforts.” 
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JEREMIAH DWYER 


President of the Michigan Stove Company; he established the industry in Detroit in 1861 
at the age of 24; in 1871 he founded the Michigan Stove Company, which he 
has pushed to the rank of the largest stove manufactory in the world 


“Tt has always been my fixed opinion that no business can be developed to 
the limit, nor the highest standard of efficiency maintained in its management, 
without the practical use of a broad and comprehensive system which brings 
together all the details in a precise and tabulated form that can be studied and 
compared at any time. 

“This information must be gathered regularly and accurately. It must be re- 
corded for specific uses. And itis in this work of keeping the Many interests 
concentrated at one point that system performs its im 


portant function in a factory.” 


re 
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JOHN B. STETSON 


President of the John B. Stetson Company of Philadelphia; he learned the hat trade 
and in 1865 at the age of 25 he Started on a small scale the business which he has 
since built up into the largest manufacturing establishment of its kind in the world 


“ Speaking from the point of view of a manufacturer, | have no hesitation in 
placing system as an element of success second in importance only to quality in 


the manufactured product. ; 
“Without a perfectly adapted system it would be hardly possible to con- 


duct a rapidly increasing manufacturing business, and the best systems are those 
that adapt themselves to expansion. : 

“The growth of a business is primari 
tion is primarily a matter of system. 


ly a matter of organization ; organiza- 
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SAMUEL A. GOLDSCHMIDT 


President of the Columbia Chemical Works of New York: nine years after his 
graduation from the Columbia College of Mines, he became president of this 
company, which. he has developed into the foremost business of its kind 


“The foundation of success in modern commercial lif 
foundation of system is energy. 
“The successful business houses of to-day are those 
been concentrated and directed toward specific p 
ave een organized to get the greatest results, 
“And the process by which these forces are utilized—the system by which 
the powers and plans of a business enterprise are put into operation—are the 
fundamental factors in business building.” 


e€ is system; the 


in which energy has 
urposes—in which the forces 
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D. LORNE McGIBBON 


General manager of the Canadian Rubber Company of Montreal, who has aided in 
building up one of the largest and most’ influential manu- 
facturing houses in Canada 


“The greatest successes in business life have been due to concentration of 
purpose, energy and action. These pots are attained by system. + 
“During my business career system and organization—two of the principal 
factors in modern industrial life—have had my just thoughts. I not only appre- 
ciate the value of business method myself, but I impress my staff with the same idea. 
“System in modern industrial life should reflect the personal element of the 
leader. It should work on comprehensive lines, sufficiently elastic for aggression 


or defence. And system should be economical.” 


From photograph taken in headquarters by SYSTHM 


twelve, Working as a butcher in Kansas City, h 
organization. He was involyed 
were defeated and the union wi 
a firm local or, association, including all workmen ; obedience and 
orderliness, Alone these lines he has worke i 


*S stuff photoyrapner, 


MICHAEL DONNELLY 


Commander-in-Chief of the Butcher Workmen 
in the Stock Yards Strike 


_———— ie 


Born thirty-nine years ago in Ireland. Michael Donnell 


e early became interested in the building of labor 
in the first butchers’ strike in Kans 


ped out. His defeats taught him ¢ 


Considering the 
st organized and 


A first-hand study of the mana 
strike of the year shows th 
business organization and syste 


Nowhere is organization so compact, nowhere is 


perfected as in warfare. 


For the last two months 


gement of the biggest and most orderly 
at for the fir& time the principles of 
m have been applied in an industrial war 


BY T. J. ZIMMERMAN 


system so highly 


in the nine largest cities of the country 


an industrial war has been going on. 


An industry with a capitalization of $200,000,000, the labor of 


50,000 men, has been tied up. 


The employers have been losing $100,000 a day, the employes have 
lost $110,000 in daily wages. 


Yet the strikers have not suffered and discipline has been main- 


tained. What has held them together ? 


The plants have been run and the packers have been turning out 
their product. How have they won their game? 


For every business men there are suggestions and warnings in this 
story of union organization and of the conduct of an industrial war. 


Five years ago a short thick-set man 
with a strong chin and a gentle, kindly 
smile stood at one of the entrances to 
the Chicago stock yards. Morning 
after morning and night after night he 
hailed the butchers and workmen as 


they went to and from their work. To 
e 


them he talked organization—the value 
of union for bringing higher wages, 
improved conditions, steadier employ- 
ment. He talked to every man who 
passed him—and for three months they 
passed unconvinced. : 
But this little man with the worried 
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PRESIDENT 


Amalgamated Executive Council 
Seven Vice-Presidents and Sec'y-Treas. 


Packing 
Trades Council 


Packing 
Trades Councll 
Of these thre are Seven, one in each of the large Centers, 


Packing 
Trades Council 


y 


Sve Unions 


Local Unions 


f these there are from one to twenty-eight In each Cente. 


\ 
\ 
Local Unions » 


Local Unions \ 


Chart showing the pyramid plan of organization of the Butchers’ Union, marked by concentration of authority, 
systematic division of work and unified action 


eyes and slight Irish brogue was 
earnest and persistent—and ultimately 
persuasive. And when the break finally 
came, as he always had faith it would, 
Michael Donnelly, once a sheep butcher 
and always a union man, began to 
thoroughly crganize the butcher trades 
of this country. 

And he showed himself an organizer 
of first rank. In two years he had built 
up local associations in every packing 
center and had bound all these together 
into a unified organization—the 
“Amalgamated Meat Cutters and 
Buteher Workmen of North Ameriea.?’ 

The packers themselves pay tribute 
to the wonderful organizing power— 
quiet and non-spectacular—of this 
man. Statesmen and business men ean 
learn from his organization. For 
form—the distribution of local 
to local bodies, inter-union aff 
joint boards, big general matters to a 
final central authority—it resembles a 
governmental organization. 


in its 
affairs 
airs to 


Tn its pre- 


dominant characteristics—centralized 
authority, close co-operation, and strict 
obedience—it is a business organiza- 
tion. 


THE ORGANIZATION OF LOCAL AND 
NATIONAL UNIONS 


In each . packing center every 
buteher’s trade has its own local 
unions. But so vast ave the plants and 
so diverse the work they afford, that 
many mechanical trades have sufficient 
workers in the yards to form locals of 
their own. Consequently among the 
35,000 men employed in the Chicago 
plants, for instanee, there are. in addi- 
tion to the twenty-cight butchers’ 
unions, twenty-forr trades locals. 

Bach of these unions has its own 
meeting hall, its own complete official 
organization, with usually one active 
salaried officer—the business agent— 
its executive and official representa- 
tive. Hach member of the union in 


good standing—whieh means princi- 
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President 
EXECUTIVE and 
MANAGEMENT \ Amalgamated 


Officers 


Ways 
and 
Means 


Picketing 


Commis- 
sary and 
Relief 


Reports from Local Centers 

Press and Publicity 

Committees and Mass Meetings 
C) Conferences with Outside Parties 
{®) Picketing in Stock Yards 
Picketing (Teamsters) outside Stock Yards 
@ Watching Law Courts 
C) Care of Union Funds © 
C) Ralsing Money from Outside Sources 
() Buying Supplies 
C) Distribution of Supplies 
Distribution of Money and Benefits 
() Daily Reports of Strikers 
@) Seeking Employment for Strikers 


C) Reports from Union Men at Work 


A graphic illustration showing the organization and management of the strike and the various branches of activity, and 
the ultimate concentration of authority 


pally that he has paid his dues, and 
incidentally that he is on good be- 
havior—has a vote in elections and de- 
liberations. 

The local union is autonomous in 
such matters as rules, moneys and 
trivial relations with employes, which 
affeet only its own members. In any 
matters in which its action or affairs 
are bound up with other local unions, 
it is under the control of the Packing 
Trades Council, of which there is one in 
every large packing center. 

The council is the central body of 
all the butcher unions in a packing cen- 
ter. It is composed of twenty-two 
members elected by delegates chosen 
by the various locals. In local affairs, 
it is supreme. In matters which come 


to its attention its decision is final. 

The Amalgamated organization is at 
the apex. lts officers, consisting of a 
president, seven vice-presidents and a 
secretary-treasurer, are elected bien- 
nially by delegates from all the loeal 
unions. This body of officers forms the 
supreme executive body of the butcher 
workmen. Important matters, ques- 
tions of big policy, lie in its hands. 
Most significant of all, no strike can be 
declared without its approval; nor, on 
the other hand, can it eall a strike un- 
less ordered by a majority vote of all 
local unions concerned. 


HOW AUTHORITY IS CENTERED AND 
UNIFIED ACTION SECURED 


Concentration of authority, a close 
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knit organization and quick action are 
secured in a very simple manner— 
every packing center has at least one 
Amalgamated officer, and he is usually 
also a high officer in the local Packing 
Trades Council or head of the local 
unions. He represents the Amalga- 
mated association—the highest author- 
ity of the union—in that place, and is 
the ranking officer. 

The unions of trades are organized 
along similar lines. They have a joint 
local body, the Allied 'I'rades, corres- 
ponding to the Council, and each local 
is affiliated with its international or- 
ganization. The Allied Trades and 
Packing Trades Council work in close 
harmony, 

The financial organization of the 
unions follows the same division lines. 
All the unions have uniform dues—50 
cents a month. These dues are col- 
lected and kept by the treasurer of 
the local. One-half of this is turned 
over to the Amalgamated body. The 
remainder the local may use as it sces 
fit. The former generally follows the 
plan of putting 10 cents of the 25 
into its reserve fund to be used 
in ease of strikes, 10 cents is put 
aside for the payment of sick and 
death benefits, and 5 cents is used 
for current expenses, such as salaries, 
Stationery, rent. ‘The locals are urged 
to distribute their funds in about the 
same proportion. 

The Amalgamated body keeps in 
close’ touch with the local unions. 
Every month each treasurer reports 
the number and name of the men in 
good standing, and the condition of his 
treasury. Each business agent renders 
iL report on the general condition in his 
tion and territory, ‘The close infor- 


SYSTEM 


mal touch between the Amalgamated 
president and his vice-presidents en- 
ables him to keep intimately informed 


of conditions everywhere. 


THE EDUCATIONAL AND _ DISCIPLINARY 
WORK OF THE UNION 


The strength of this organization lies 
not merely in its form, but in a spirit 
within it which President Donnelly has 
constantly strived to ineuleate, and 
concerning which he said to me: 

“The Amalgamated body has not only 
always tried to better the organization, 
but also to bring home the necessity of 
organization and discipline to the locals 
and the men. Nothing can be more 
democratic than our union; yet we have 
taught our men that only by bending 
to the organization—that is, to their 
own better wills—could results he ob- 
tained. This policy has been educa- 
tional as well as disciplinary. 

“We have also trained men to re- 
straint. We have impressed upon 
them the rights of property and the 
privileges of the individual. We have 
taught them that violence will only 
frustrate our ends, that sane business 
methods alone will accomplish results.’’ 


THE GENERAL ORGANIZATION AND 
MANAGEMENT OF THE STRIKE 

It was with such an organization 
that President Donnelly went into this 
butchers’ strike, called on July 12th by 
the Amalgamated Executive Council in 
response to the vote of fifty thousand 
members of the local unions, They 
were followed on the 24%) by the allied 
trades, and on July 27th the teamsters 
went out. This calléd out all the union 
men employed in the packing industries 
except the stock handlers. 


HOW THE SIOCK YARDS STRIKE Was MANAGED 


The Amalgamated headquarters are 
located in Chicago, the largest pack- 
Ing center and the headquarters of the 
majority of the big packers, From 
Chicago the strike is conducted by 
President Donnelly. With him are 
two of the Amalgamated officers in 
charge of the details of the local situ- 
ation. In each of the other important 
centers one of the Amalgamated vice- 
presidents has charge, subject to the 
instructions of the president. A de- 
scription of the system of management 
followed in Chicago will fit all. 

The work of conducting the strike 
divides itself into five branches: The 
ways and means—the offensive work ; 
the pieketine—the defensive work; 
the commissary and relief work; the 
finances; and the care and discipline of 
the striking men, 


HOW THE PICKETING IS CONDUCTED 
AND CONTROLLED 


Picketing is the war end of the game 
—hence, the daneer of giving’ it too 
big a part to play. In this strike the 
pickets have been made instruments of 
defense rather than offense, restrain- 
Ing not aggressive influences, watch- 
men more than skirmishers. 

The defensive work is in charge of 
one of the Amalgamated officers. The 

(1) An ‘incident illustrative of this and also 
indicative of the intense, almost fanatic feeling of 
the strikers, occurred one afternoon while IT was 
sitting in the strike headquarters. A big striker 
came In guiding a well-tanned boy of about twenty, 
who carried a yali his hand, he 

“Who is that bo the union official at the 
desk asked. ; 

“T ran across him just going into the yards at 
my corner at Cente treet,” the picket replied. 
“Tle told me he was going in to work. I gave 
him a pipe story about a fine job I could get him 
and got him to come up here. , 

The union leader knelt down before the boy, 

“Were you going to work in the yards lad Bi 

Me nodded. “I had to get work Somewhere. 

“Did you_go in there to take the place of the 
strikers? Did you go in there to help the fight 
agai us? Would you"—the leader's voice was 
vising—“block us in our fight to get enough wages 
to feed our wives and babies? 
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territory involved in the strike—the 
Stockyards and other places where 
Strikers have been employed or where 
non-union meat may be used—is diyi- 
ded Into districts. To each local union 
1S assigned the picketing of one district. 
at each of whose critical points two 
pickets must constantly be on guard. 
Its business agent is in immediate 
charge; he appoints the pickets, who 
Wear a card in their hat bands while on 
duty, and who serve in four-hour shifts. 
They report to him hourly by tele- 
phone. Anything important he at once 
reports to his superior officer. 

Zach local is responsible for main- 
taining peace in its territory. The 
pickets must keep their own men and 
others from violence, They also stop 
all workmen entering the plants and 
attempt to dissuade them peacefully by 
explaining the strike side of the argeu- 
ment. 

In this connection it is the pickets” 
duty to prevent the carrying of con- 
cealed weapons, either by their fellow 
strikers or by strike-breakers. When a 
man is found carrying weapons he is 
at onee handed over to the police, and 
the picket appears in court against him 
the next morning.(') But under no eir- 
cumstances are they to do or allow 
violence. The pickets are carefully in- 

The boy became sullen and said nothing. 

“Ie said he would fight for his job,” the picket 
put in; “that he'd shoot to protect himself.” 

Quick as a flash the union offi reached out. 
jerked the boy Into an upright p fon with one 
hand, and felt over his hip pockets with the 
other. 

Iie pulled out a long black “thirty-eight,’ 
loaded and half cocked. 

“You come among us in this spirit’—he raised 
the weapon by the barrel as if to strike the boy. 

Walt a dozen hands grasped his arm. THe was 
pulled back. 

“Get the police.” someone called, 

A moment later two burly uniformed men 
tramped into the room. p 

“Concealed weapons,” said one of the strikers 
briefly; “run him in. Some of us will go with 
you to give our names and will Appear against 


him to-morrow morning.” 
In two minutes the room was cleared. 
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structed before they go out, and in the 
opening days of the strike Mr. Floersch, 
who is in charge of the picketing, made 
the rounds of the pickets early each 
morning to warn them on this point. 
If rioting occurs in a picket’s territory 
he is sharply reprimanded. 


THE DANGERS INVOLVED IN CARELESS 
AND UNSYSTEMATIC PICKETING 


The original plan was to picket only 
those places where strikers had worked 


pe 

(1) This wider picketing for a few days had a 
side almost humorous, Chicago teamsters are al- 
ways belligerent, and the International leaders 
have had trouble in keeping the market and 
grocery teamsters, who were compelled to handle 
the packers’ meat, from striking in the face of 
contracts with employers, 

But the resourceful teamsters got around this. 
These yery contracts provide that teamsters need 
carry no goods if intimidated—that is, threatened 


A group of local business agents, leaders and rulers of their individual unions—the men who, 
it is said, forced this strike upon Donnelly and the Amalgamated, the men who have the most to 
gain and least to lose in a strike, who are the sharpest thorns in the flesh of employes, but who 
are essential for holding together the organization and taking care of details 


—the packing yards. But pressure 
from the teamsters—‘‘against our own 
better judgment,’’ President Donnelly 
told me—has compelled picketing of 
depots, warehouses and markets where 
the non-union teamsters may be work- 
ing. The chief duties of the pickets 
stationed here are to take the names of 
those dealers who were receiving meat 
from the ‘‘unfair’’ packers, and intimi- 
date the drivers. (*) 

Attendance on the law courts is an- 


with violence. They, therefore, sent word to the 
butchers’ union: “Station more pickets at ware 
houses and markets to intimidate us. You have 
so few there now that we have to look around for 
someone to come up and turn us away.”’ 

More pickets were, therefore, sent out. All 
they have to do when a wagon drives up Is to 
raise a finger. The driver turns back and tells 
his employer he cannot load his goods—he hag 
been “intimidated,” 
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other branch of the picket’s work. It 
is the duty of the Packing ‘Trades 
Couneil’s president to have a union 
man present at all justice courts sit- 
ting in the strike district, and at all 
strike cases in higher courts. As in 
the picketing, he appoints certain 
locals to take care of certain courts. 
He must also make arrangements for 
the defense of any accused strikers, 
and prosecution of outside offenders. 


HOW FOOD AND MONEY RELIEF 1s 
DISTRIBUTED 


The commissary and relicf work is 
under the direction of an Amalgamated 
officer, who may be called the quarter- 


master. A committee appointed by 
him out of the local ranks does the 
buying for all the local commissary 
houses, of which there have been in 
Chicago from three to six in the 
course of the strike. The supplies are 
delivered to the distributing points 
each evening. Here they are made up 
into uniform packages of assorted sup- 
plies, each containing commodities suf- 
ficient to keep a family out of want for 
three days. 

A new set of men takes care of the 
distribution in the morning, when the 
commissary is opened at half-past 
seven. <A striker who wishes supplies 
must go to his business agent and show 


ho are conducting the strike: beginning at the left they are J. W. Sterling, third 
eae erike Ra John Floersch, sixth vice-president of the ile ee = 
retary of the Chicago Packing Trades Council, Samuel Gompers, president of - merican : ey 
tion of Labor, Michael Donnelly, president of the Amalgamated, Thomas mee k vee ee - ae 
the American Federation of Labor, and George W. Perkins, president of the Cigar Makers 
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him he is in need. He then is given 
two tickets—one for meat and another 
for groceries—with the days of the 
month nwnbered across the top. As 
he is handed his supplies his ticket is 
punched in the proper date. He re- 
ceives no supplies until the third day 
thereafter. 

There are other wants besides that 
of food among the strikers. Often they 
need money to pay rent or to buy medi- 
cines. Applications for such help 
come through the local business agent 
to the quartermaster. He acts on the 
report. of a committee which he ap- 
poimts to investigate the case—a com- 
mittee which must be appointed spe- 
cially for each case in order to prevent. 
favoritism. 


. KEEPING THE MEN IN LINE AND FIND- 


ING WORK FOR THEM 


One of the greatest problems in a 
strike is keeping in touch with the 
men—maintaining discipline and keep- 
ing up enthusiasm. The fact that the 
men engaged in this strike reside in a 
relatively restricted area simplifies this 
problem here. 

Every striker must report to the 
business agent of his local each morn- 
ing and have his ticket punched. Most 
of the locals have daily meetings, at 
which progress is reported and condi- 


eS Ss 

{1) Late one afternoon I was at the union 
headquarters waiting for the secret: y. The only 
other person in the room, a local business agent, 
Was at the telephone. 

An Irishman, so covered with mud that only 
the Irish stuck out, limped in, . 
iF ae you the president?” he sald to me in a wide 
rogue, 

“T am not I feet to confess. 

_ne said, paying no attention ¥ 
denial, S hard luck when a man can't ae a 
day's work. I went over to Wifty-flfth street to 
work on digging, and I was stopped by some 
union men. Not that I blame them.”” he’ put in 
quickly, and perhaps a Ilttle fearfully. “I had 
my union card, but that didn’t do any good. They 
made me go back. Not but what I would have 
done the same thing if those were orders,” he 


Mass meetings of ali 


tions discussed. 
held regularly every 


the strikers are 
Sunday afternoon, and frequently dur- 
ing the week. At these addresses are 
delivered by union officers and develop- 
ments are discussed. 

Parades are arranged—as much to 
impress the men with their own 
strength as io impress the public—and 
picnics are gotten up to keep the 
men in good spirits. 


WHY SO MANY STRIKERS HAVE BEEN 
ABLE TO GET OTHER WORK 


It has been the aim of the officers to 
put as many men to work as possible, 
thus reducing the needy and increasing 
the incoming funds. Search for posi- 
tions is conducted systematically all 
over the country, and the men are look- 
ing for jobs themselves. These men 
who are at work also report daily at 
union headquarters, and have a special 
licket stating that they have obtained 
the permission of their union officers to 
work at such and such a place.(‘) This 
is done to keep close touch on the em- 
ployed men and hold them to their 
dues and within the union ranks. 


WHERE THE GENERAL POLICIES OF THE 
STRIKE ARE WORKED OUT 


The “ways and means’? work of a 
strike is the yaguest although most 


n 


sald again, one eye pitifully pleading, the other 
gleaming with loyalty. ‘But isn’t it hard when 
& man wants to work and has got five bables at 
Baa with nothing to eat and then can’t take a 
ob? 

‘ “I can’t help you,” said the man at the ‘phone, 
“only Mr. Floerseh ean give you a permit, and 
you've got to have one to work.” 

“That's what the men said.” answered the 
Irishman, “they came near pounding me—not that 
I blame them, but I want to work, and the job 
was there, and—" 3 

The man shambled off to tell his Story to the 
next man. A faint idea of discipline and loyalty 
fo the organization had been pounded into him. 
jut here was a Job; his children were starving 
eo EN was denicd him—nhe couldn't quite under. 
stand. 
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vital of its activities. I include in it, 
first of all, the general managerial 
work. 
ach morning a meeting is held in 
Chicago of the Amalgamated officers 
in the city, the members of the Packing 
Trades Council and the Affiliated 
Trades Board. Here all developments 
ave discussed and plans laid, and the 
general policy of the strike determined. 
The various executives of the different 
branches of work pass out of this con- 
ference and carry out its decisions. 

Full reports ave received from the 
other strike centers each morning by 
inail, and these go into the delibera- 
tions of the conference. Immediately 
after the meeting a circular letter is 
sent out by the president to each of 
these centers, detailing the progress of 
the strike and giving instructions for 
further work. 

This has been dubbed a ‘‘paper 
strike.’’ Both sides have tried to get 
all possible aid from publicity and 
from appeals to the sentiment and 
logic of the public. President Donnelly 
gives out ali official statements. He 
usually meets the press representatives 
every morning regularly, and his head- 
quarters are always open to anyone.(’) 


THE FINANCIAL AND “WAYS AND 
MEANS" WORK 
The financial work of the strike in- 
cludes the distribution of the reserve 
funds which has been described in the 
commissary work, and the raising of 
money from outside sources. Strike 
leaders have enlisted the aid of other 
unions in the form of money contribu- 


(1) The executive headquarters are in an or- 
dinary little bedroom in the Transit House in the 
stockyards. ‘Che room contains two double beds, 
i dresser and washstand, a typewriter with its 
stand, and half a dozen wicker chairs. In this 
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tions; special committees have been ap- 
pointed to collect money from the sym- 
pathetic public; business houses in the 
stockyards districts have organized to 
bring the strikers financial assistance. 
Those things which cannot be re- 
duced to system—conference with 
other union leaders, meetings with in- 
terested though outside parties, plan- 
ning out of new lines of attack—these 
things make up the real ‘ways and 
means’? work of a strike. In this 
branch of its activities the strike man- 
agement has excelled. No opportunity 
has been lost to attack, checkmate and 
weaken the packers; every wire has 
been pulled, every chance taken, every 
bluff made that might aid the cause. 
From the threat of starting a wnion 
packing house to the attempt at com- 
bination with Chicago’s retail butchers 
no opening has been allowed to slip 
by--and all that they have done has 
been to uncover more and more the 
enormous strength of the packers. 


THE ORGANIZATION AND GENERAL 
POLICY OF THE EMPLOYERS 


What are these packing interests 
that they have been able to withstand 
this systematic attack of fifty thousand 
unionists? Three factors make their 
strength: Immense wealth—they have 
a combined capitalization of $200,000.- 
000; the wide extent of their trade and 
business; an organization and system 
for combatting the strike, not less effi- 
cient than that of the strikers. 

This organization also has its ways 
and means ef working, its methods of 
protecting itself against the union 
one room of a two-dollar-a-day hotel, the Amalga- 
mated officers do their official work, have their con- 
ferences, take care of their correspondence, re- 


ceive their calers, and live sleep. Is this the 
“extravagance of labor bosses 
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The strike headquarters on the second floor of a saloon building at the corner of Ashland 


~ Avenue and Forty-seventh Street. 


The Packing Trades Councils and the business agents of many 


of the locals make this their headquarters. Here the members of many locals come to Teport 
daily and all must come here for permission to work and general orders 


picketing, and its system of taking 
care of its men and commissary. 

Mr. Louis F. Swift, the president of 
Swift & Company, outlined to me the 
general policy being pursued by the 
employes. 

“The moment the strikers went out, 
with whom we had had agreements and 
were ready to enter into further agree- 
ments, we ceased to distinguish be- 
tween union and non-union men. We 
hired those who offered themselves, I 
do not oppose unions if well managed 
and if they respect the rights of others. 
We are not waging this strike to break 
the unions. We are acting in such a 
manner that we may be able to jl 


our orders now and keep our plants 
running whether the men come back 
or not. We are avoiding the spectacular 
We have no bitter feeling toward the 
strikers or their leaders. We are meet- 
ing a new condition in a systematic 


way.” 

The packers were fortunate in that 
the butchers’ unions do not require 
foremen to strike, The foremen stayed; 
the butchers, trades people and labor- 
ers went out.. Their places had to be 
filled and the product marketed. 


THEIR FIRST PROBLEM: FINDING MEN 
TO RUN THEIR PLANTS 


An organization all ready for replac- 


SSS See 
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One of the Relief Stations where long lines of men, women and children gather in great 
crowds each morning to have the baskets they carry filled with their day’s rations of provisions 
and meats. Although the stations do not open until 7:30, the crowds, fearing the only too prob- 
able early exhaustion of supplies, gather early to secure the front places in the lines 


ing the strikers was ready at hand. 
The button was pressed. Messages 
flashed all over the country to branch 
houses and to known employment 
agencies, calling for men; special agents 
were sent out, advertisements were 
placed in newspapers. The superin- 
tendents knew just where to get their 
mechanical trades workmen — they 
learned this long before. The depart- 
ment foremen knew where day laborers 
were idle—ihey kept track of such 
things when they saw trouble brewing. 

The branch houses sent in those 
among their employers who had been 
packing house workmen before, on 
their way up the ladder. The general 


offices offered their share. And it was 
surprising how many skilled workmen 
these office forces dug up. 

The new men came into the stock- 
yards in trainloads—literally in train- 
loads, for the packers made arrange- 
ments with the railroads to bring the 
coaches right into their yards. Any 
excuse for violence or interference by 
pickets was forestalled. 


HOW THE NEW MEN WERE BROKEN IN 
TO THE WORK 


This was only the beginning of the 
organization. These men had to be 
trained to the work and protected from 
possible harm at the hands of strikers. 


— 
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Some of the packers, Nelson Morris 
& Company and Armour & Company, 
in their anxiety to make a good show- 


RAILROAD DEPOT IDENTIFICATION TICKET 


raom 


EveroymMent’ BUREAU 


The identification ticket which strike-breakers receive from 
the local employment agencies, and Armour’s meal 
ticket which gives the strike-breaker his supper 


ing of men at work, hired too many 
green men. The result was a conges- 
tion of unskilled men, resulting in con- 
fusion and bad work, and eventually 
in the discharge of the surplus above 
what could be handled. 

Swift & Company took no more men 
then were digestible by their skilled 
force. They kept their various depart- 
ments even.(’) ‘To break a new man 
in they placed him beside a skilled 
man for a day or more. Then the new 


_————— 


(1) I saw a trainload of these men come in 
early one morning. The assistant superintendent 
of the plant met them as the train Stopped at the 
crossing. ‘The men had cards from the agents 
who had hired them by which he identified them, 
A motley crowd of all colors, ages and conditions 
of men, they were led to the nearest time office, 

Quickly they were examined, and their names 
Ra coyn, 

“What kind of work have you done? What 
kind of work do you want?’ the Superintendent 
asked the first man in the line, 

“I'm a skilled butcher, ; I worked in the slaugh- 


ter house in 1. 
“I can use i 


The next man in the line stepped 1 es Y 
had No experience in thig kind Ce ie ae 
nie cannot use you, then,” said the superin: 
ae eee will need no more unskilled labor 
Ile was given lransportation ba 
town. Probably he tried to get 
the other plants before returnin 


ick to his home 
Work at one of 
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man took hold, and the skilled man di- 
rected him for another half day. In 
this way the efficient force was rapidly 
multiplied. For several days the plants 
were sehools for butchers, rather than 
places for butchering. Foremen, super- 
jntendents and managers went into the 
plant and watched and taught. 


WHY THE EMPLOYERS HAD TO SUFFER 
ENORMOUS LOSSES 


Inevitably, however, the packers had 
to see their plants run at a loss. The 
gangs were incomplete, the men 
worked slowly; the work was done 
crudely. It involved much waste. (*) 
In the beginning the material for the 
by-products was almost a total loss. 
While the packers claimed, after the 
first month of the strike, that they 
were doing seventy per cent of the 
normal, they were tuning out only 
twenty per cent of their usual by-prod- 
uct output. A man, as well able as 
anyone could be to caleulate the 
amount, told me during the fourth 
week of the strike that the packers al- 
together were suffering a loss of 
+800,000 a week.(°) This loss has 
‘oubtless been decreasing rapidly. 

So the Superintendent went down the list. lle 
knew what men his plant needed to keep it run 
ning evenly Te would take no others, 

_(2) ‘The vital point in the packing house is the 
killing department. It is here that skill is most 
needed, both for dispatch and for ultimate good 
quality in the product. As a rule, the skilled 
killer needs one and one-tenth blo o kill an ani- 
mal, During the t strike I watched 
the killing and counted repeated blows of one man 
before he finally downed a Steer. Three weeks 


later I watched the process again and found the 


average was about two and one-half WS e 
ani alt blows to the 


the animal to the hea rt, I found in 
Strike that, as ‘a rule, two 


i t the me 
this department became expert penue the Tapia 
than in the cattle-killing department The delay 
Was more in the actual handling of 
than in the slowness of this partie 


(3) This in spite of i 
_ lt ‘ s e the fae 
Were buying stock at prices twe 
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Ilere the wealth of the packer, 
in as a factor— 
system, 


'S enters 
—as a part of their strike 
Here is a group of men un- 
dergoing a drain equal to- that of the 
United States in its war with Spain. 
When it is figured out that $600,000 
represents the total yearly inerease in 
wages which the strikers asked for, it 
adds strong emphasis to the belief that 


the packers are fighting something 


PACKING TRADES COUNCIL. 


Permit Bearer 
Mr. 
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Chicago plants, have been sent to 
the other centers by the packers, and 


vice versa. 

The offensive war policy of the pack- 
ers has been as peaceful as that of the 
strikers. They have done their part 
in avoiding violence. Plain clothes 
men and private detectives, often only 
a synonym for trouble makers, whose 
presence does much to arouse the re- 
sentment and fightine spirit 
of the strikers, are not used 
by any of the houses. The 


only extra protection af- 
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Casing Workers Union Local [58 


forded has 
been the as- 
signment of 
additional 
city po lice 


Iueitiess Ayent Name i Omron ermagere re Th 
I August I 2 é 4 5 eae al 3 a9 “oun 3 14 F 
more than the sa | pie ae eR Se 3 Soe 
ostensible one AUG. 17181 is entitled to assistance, 
cent per how | fi ’ ; ; 
: Local No, No. in family. 
increase. 
The fact that the packers’ ‘ wn Buisness ACRE 
plants are so widely scat- E> oil Card is Good Onsy every 3rd Day 


tered has been their salvation. 


In the West the unions are 
not so strong nor the plants 
so large. Most of the west: 
erm plants have been run- 


ning full foree and even over: 


time and have taken care of the 
eastern trade. In another way, too, 
they have helped the packers. Union 
men in Chicago, wishing to go back 
to work, afraid to work in the 


normal and selling their goods ten per cent above, 
To offset this is the loss “in running big plants at 

acity, the waste in material, and— 
—the incrersed rate of wages. For ¢ 


foreman 


one of the plants s me: 
“Whereas we were paying $1.74 for ¢ 8 work 
before, now we are paying at least often 


AUGUST 7 18 (9 20 a1 mY) 2B 24 5 26 27 28 BOETE! 30 oe 
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Set of cards used by the strike management: the upper card is the 
" permit given strikers who have work, the middle one is the card 
which is presented each morning when the striker reoorts 
at headquarters; the lower card is the relief ticket 


to the stockyards. The packers have 


not attempted to team their meat in 
Chieago. They have not allowed the 
carrying of concealed weapons by their 
employes. 


more, But the man who is getting $2.25 is doing 
only half the work of the man who received $1.75. 
To put it concretely, we killed 1,050 cattle to-day. 
The same force of regular men would have killed 
1,900. We are paying $4.50 for the same amount 
of work for which we paid $1.75—-and the work is 
not done as well. 
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The fact that the packers have dis- 
couraged those employes taking strik- 
ers’ places from going to and from 
their work has been a factor in keeping 
peace; they housed the great majority 
in the yards, thus preventing violence 
more than any one thing. To do this 
they had built up a complete commis- 


ing room. ‘The men come for their 
meals in four shifts. The steward has 
a complete staff of cooks and waiters ; 
he does his own buying; he has his 
ranges, cold storage and other facili- 
ties. Three thousand meals a day are 


served here. 
Hundreds of mattresses have been 


A force of strike-breakers being brought into the yards—this view shows a crowd of immigrants 
just over from Europe being led from the Lake Shore train which brought them into the stockyards 
to their quarters at Armour and Company's, ia whose plant they have come to work ; they carry all 
their wordly possessions with them in bags, trunks and valises 


See 


sary organization within the yards. 


THE COMMISSARY ORGANIZATIONS 
WITHIN THE PLANTS 


The organization in the plant of 
Swift & Company. is typical. Here a 
steward has charge of the feeding of 
the employes. - The ground floor of a 
building has heen fitted up as a din- 


placed in various vacant rooms of the 
plants. These -are in charge of an- 
other steward with a staff of men who 
do nothing but attend to these lodging 
rooms. The rooms are cleaned out 
every day with creoline and lime solu- 
tion and the bed clothes shaken out. 
The employes are paid off weekly 
with checks which they can get cashed 
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at the office in ‘the plants. For those 
who wish tobe gone over Sunday, pas- 
senger trains are run into the yards 
Saturday night, which return Monday 
morning without disturbance, 

The selling problem has presented no 
difficulties, except in Chicago, where 
the packers’ trade has been almost en- 
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Struggle. The press representatives 
have a room in the finest office build- 
Ing in the yards at their disposal. The 
packers have been open and fair with 
them. They have been allowed to in- 
spect the plants and get their informa- 
tion first hand. Each packing house has 
a man who acts as its publicity medium. 


Strike breakers receiving their week's pay 


Their selling organiza- 


tirely cut off. 
tion has remained intact. Although 
their salesmen have been instructed to 
keep orders down as low as possible, 
they have kept in close touch with 
their trade and have kept their out-of- 
town customers satisfied. 

The packers also have realized the 
influence of public opinion in this 


at Nelson Morris & Company's pay window— 
this snap-shot shows the varied colors, races, ages and conditions of men which make up the force 
of workmen now in the yards and illustrates graphically the difficulties, in the way of securing the 
right kind of workmen, under which the packers have been running their plants 


Every day they give out the figures of 
new men employed, total employed, 
killings and shipments, and other state- 
ments they wish to make. And these 
are generally true. 


CAUSE OF THE MISTAKES WHICH BOTH 
SIDES HAVE MADE 


Two strong organizations, two sets 
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of able leaders, two equally efficient 
systems are facing each other im an 
industrial war. I have paid no atten- 
tion to causes or questions of right and 
wrong in this article. Purely from the 
point of view of their organization and 
management, therefore, which, at this 
writing (August 17) would seem to be 
the ultimate victor? 

Both sides have made mistakes. It 
is remarkable that of the three fatal 
mistakes made by the union, all were 
due to a weakness in organization at 


some point. 

The first big mistake, which swept 
away their most important asset—pub- 
lic sympathy—was the refusal of the 
offer to arbitrate made by the packers 
twenty-four hours before the strike 
began. ‘The union leaders said, and 
doubtless with truth, that they could 
not recall the strike order within that 
time. But, if they wish to compare 
with a modern business machine, their 
organization must be so closely woven, 
so responsive, that decisions can be 
reached and carried out within ten 
hours. 

Their second mistake—most fatal of 
all—was the calling of the second 
strike hastily, without sufficient evi- 
dence and without conferring with the 
packers. Again a weakness in organ- 
ization: the Amalgamated president 
should have had representatives sta- 
tioned at every hiring office to main- 
tain discipline among the men and com- 
municate the least difficulty to him. 
He should have been alert, ready for 
such an emergency. 

The third mistake, present in all 
strikes and always a weakening in- 
fluence, was due to the form and nature 


of union organization. any unions 


and trades were called out—such as 
the waiters or car workers—whose ab- 
senee troubled the packers not in the 
but who would have been of 


least, ‘ 
unions, 


material financial aid to the 
had they remained at work, and who 
have to be supported out of union 
funds. From a business rather than a 


“sentimental standpoint, this policy of 


“one strike all strike’’ is suicidal. 

The organization of the packers has 
been growing more compact and effi- 
cient. Their early inistakes—indiserim- 
inate hiring -due to a lack of a definite 
working plan—also due to unsystem- 
atic organization—have been reetified. 

The present situation seems to point 
out distinetly the ultimate result of 
this strugele. 

The packers 
plants. They are turning out their 
product. They are losing money—they 
have it to lose. ‘hey are bitterly 
weary of union domination. ‘They will 
run their own business. 

The strikers are sticking together. 
They have the financial aid of fellow 
unionists. They are not starving. 

One of two things will happen: 
The government or the public in the 
form of some interested class will inter- 
vene; or, if the packers ean hold off 
such intervention, the strikers will 20 


are running their 


back—with or without the organization. 
In any contingency the strikers will 
not win. The packers need concede 
nothing. They will concede only so 
much as publie opinion or the plea to 
save the face of the union compels. It 
has been proved that if the employer 
can secure nen to keep his wheels turn- 
ing, has the resources to keep his plant 
running at a loss, and will protect his 
laborers, he can win the game, 
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ORGANIZATION 


PART II 


This article tells the manufacturer how to organize his forces so as to keep 
all points of his business covered at all times and how to combine all the 
human energies ‘of his organization into a single-thought, single-action unity 


By WORTHINGTON C. HOLMAN 


The great test of the large organiza- 
tion that has to meet competition is 
With all its thousands of em- 
ployes, all its different departments, all 
its division and sub-division of labor, is 
it yet capable of united action like that 
of one man? Can it aet with anything 
approximating to one man’s singleness 
of aim and purpose—one man’s quick- 
ness of decision—one man’s ready 
adaptability to conditions—one man’s 
enthusiasm? Do all its members -work 
together like parts of one body? 

If so, the organization has 
work.”’ 


this: 


“team 


“Team  work’’ is 


workings of large business organiza- 
tions can possibly conceive of the great 
number of different activities carried 
on by its members. They spread out 
and ramify and divide and sub-divide 
as a tree throws out limbs and branches 
and twigs and leaves innumerable. 
And with the business organization, as 
with the tree, every part, however re- 
mote from the main trunk, must be 
kept in vital connection with it, that 
the sap of life and vigor may cireulate 
through all parts, maintaining strength 

and forcing growth. 
To see that this healthful condition is 
ereated and kept up in 


tion is one thing a business is the prob- 


—and the first requisite ; to stimulate the indi- 
viduals in this organization is another thing— 
and the second essential; to coordinate there 
individual efforts into a system of team play 
the most mportant. 
The great test of organization is not its form, 
i but the 


harmonious working of this form and these 


The National Cash Register Company's 
working organization and the metho y 


what has enabled Tathuldtuptantoraant 
the National Cash 
Register Company to 

; Ay : is the third step and 
play 200 competitors 

l ‘ fi their tect or the individuals that make it up, 
clean off eir feet 
individuals team work. 

and completely out eet | 
of the eash register 


business. 
No 
unfamiliar 


who is 
with the 


one 


which it stimulates individual effort among its 
5,000 employes to the highest power was the 
subject of the first article by Mr. Holman, 
whorpeaks with authority as a former officer in 
the Company. This article describes the third 
step—how team work is secured.—£ditor. 


— 
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lem of organization. 
The activities 
the 5,000 National 
employes cover a 
vast field. Many 
things which in the 
ordinary business or- 
ganization left 
undone, which 


of 


are 
or 
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are attended to only spasmodically 
from time to time as special need for 
them arises, are unceasingly pushed for- 
ward in the National Company by a 
regularly organized department. 


HOW EVERY POINT IN THE BUSINESS 
IS COVERED ALL THE TIME 


Where the average organization 
would be content to occupy the main 
strategic points in its field and let the 
others go, until special need dictated 
a hasty rush to them, the National 
Company insists on covering absolutely 
every point, however small, that has the 
slightest value—and on keeping that 
point covered all the time. 

Thus the company is not content to 
manufacture cash registers suitable for 
use in all the more important retail bus- 
inesses. It determined years ago to 
make registers exactly adapted to 
every retail business. Accordingly, 
while its competitors were offering five 
or ten styles of cash registers, the 
National Company never rested until it 
was able to offer no less than 379 styles, 
suitable for use in 200 different retail 
businesses. When it is considered that 
every machine performing a new func- 
tion requires the efforts of a force of 
inventors for the conception and work- 
ing out of its ideas, that despite the 
perfection of the company’s experi- 
mental system, due to years of experi- 
ence, the preliminary work in getting. 
out a satisfactory model sometimes en- 
tails an expense of from $10,000 to 
$25,000; that a new machine requires a 
complete set of tools, often costing from 
$10,000 to $20,000, to be used in the man- 
ufacture of its parts; that all of this 
trouble and expense is only preliminary 
to the actual manufacture of the sate 
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chine—when these facts are consid- 
ered, some idea may be gained of the 
magnitude cf the company’s achieve- 
ment in putting so many varieties of 
cash registers on the market. 

With infinite toil and pains it per- 
fected a factory system that made the 
manufacture of every one of these 
styles profitable. When this was ac- 
complished, the company’s strength as 
compared with that of a competitor 
who offered, say, ten styles of registers 
was as much greater as 379 is greater 
than 10. 

The retail merchant had no escape. 
If he said: ‘‘This register is too large for 
my counter ;this second one is too small ; 
the third does more thines than I need 
in my business; the fourth doesn’t do 
enough; the fifth costs too much; the 
sixth isn’t imposing enough in appear- 
ance’’—if the merchant objected in this 
way to ten registers, the salesman could 
always remark calmly :‘‘ Well, you know 
we make 369 other styles, so I’m sure 
to fit you somehow. Four hundred 
thousand other merchants have made 
the same objections that you haye, but 
we landed them all in the end.” 

The ordinary salesman couldn’t sell 
a line like this with profit to the com- 
pany. He couldn’t master a_ sell- 
ing knowledge of 379 registers, or a 
proper knowledge of the systems and 
needs of so great a number of different 
kinds of retail stores. The average 
salesman whom the company employed 
familiarized himself with fifteen or 
twenty registers, and spent all his time 
selling these. Thus the company was 
constantly in danger of losing all the 
strategical advantage of its enormous 
line, and losing also the money which 
it cost to manufacture that line, 
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Here again the company’s policy of 
pushing organization to the last de- 
tail—of covering every point in its field 
with efficient system—came to its res- 
cue. If the ordinary salesman couldn’t 
sell the National line, the company was 
determined to have extraordinary sales. 
men, and turn them out as regularly as 
it turned out the commonest castings 
for its machines. Forthwith it insti- 
tuted something new in American busi- 
ness organizations—a school for sales- 
men—and went to work to lift the 
salesmanship level of its entire force of 
agents—and succeeded. Every one of 
the 800 National agents to-day is com- 
petent to sell his company’s entire 
“Tong Line,’’ as the 379 registers are 
ealled. And he does sell them in hun- 
dreds of businesses where he couldn’t 
make a sale if he had only ten, twenty 
or even fifty styles of registers to offer. 
This is the reason why no matter where 
you go in this country, or what retail 
business you enter—photograph gal- 
lery, barber shop, greenhouses, amuse- 
ment resorts, drug stores, restaurants, 
newstands, or even toll gates, you find 
National registers in evidence. 
I quote these two instances—the man- 
ufacture of so many styles of registers, 
and the education of an entire force of 
salesmen to a high and difficult level. 
They illustrate the company’s policy of 
attacking every task that imagination 
can conceive whose accomplishment 
can aid the business, and of assigning 
the doing of this thing to a regular 
organization which carries it on sys- 
tematically. If space permitted I could 
quote numberless other instances. For 
_ the past five years the company has of- 
fered liberal prizes to visitors who could 
name a point that it had not covered 
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with its organization or a single line of 
advantageous activity which it was not 
carrying on. And despite the liberality 
of the offer, and the fact that 50,000 
people—mostly business men—visit the 
factory every year, there are almost no 
suggestions that have not already been 
acted on. 

The departments and sub-depart- 
ments in the company are almost num- 
berless. But every one of these parts 
of the organization is in some vital 
immediate connection with some other 
part. And all the parts work together 
like the parts of one of the company’s 
own registers. 

A decision made in the president’s 
office is translated into action by the 
different factory departments and hun- 
dreds of different offices all over the 
world as quickly as ripples spread to 
the shore of a small pond when a stone 
is thrown into the middle of it. 

This quick response to stimulus is 
made possible by the compactness of 
the organization. The three main 
divisions of the company; the half 
dozen or dozen and a half groups of de- 
partments in each division; the indi- 
vidual departments in each group, and 
the individual employes in each depart- 
ment—these are all under as close su- 
pervision as the different brigades, reg- 
iments, battalions, companies, platoons 


‘and squads in any army corps. 


The working head of the company is 
the general manager. Under him are 
three sub-managers, one at the head of 
each of the three main divisions of the 
company—the factory, selling and gen- 
eral office forees. The president and 
vice-president of the company, who are 
also its majority stockholders, hold 
these four men personally and directly 
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responsible for the conduct and success 

of the organization down to the last de- 

tail. If an aceident occurs in the en- 
gine room, the fact that there was care- 
lessness there is held to reflect not only 
on the chief engineer, but on every fac- 
tory officer above his head, including 
the manager of the factory. If the 
shipping department gets behind in 
its work, its supervisor and the man- 
ager of its division receive criticism as 
well as the head of the shipping de- 
partment himself. If sales fall off in 
the state of Oregon, the manager of the 
selling foree is held to be at fault until 
the unsatisfactory condition is remedied 

by his subordinate, the selling manager 
of the fifteenth sales district, of which 
the Oregon territory is a part. 

No officer in the company’s employ is 
ever allowed to dodge the responsibility 
for misconduct or failure on the part 
of a man below him. He is supposed to 
see that as lone as that man is em- 
ployed, he is so superyised that he can t 
go wrong, or fail to achieve satisfactory 
results. He is supposed to shoulder 
the responsibility for the work of 
every man under him, and to keep 
all subordinates constantly ‘jacked 
up” to a high standard of efficiency. 

All business organizations hold this 
theory after a fashion. But in the Na- 
tional organization the theory has been 
made a strenuous reality. Repeatedly 
officers have been discharged for the 
misconduct or inefficiency of their sub- 
ordinates, alone with the offending sub- 
ordinates. The lesson has been thor- 
oughly taught. Tt is a necessary one, 

This close, constant, inexorable (but 
always fair) Supervision, extending 
throughout the entire organization, has 
resulted in binding all the parts of the 


company ¢losely together. When the 
power is applied at the center of things 
by an order from the general manager, 
the result is felt) immediately in the 
most distant parts of the organization ; 
just as under the system of electric 
transmission of power, when the switch 
is turned on by the engineer in the 
power house, every machine in the fae- 
tory, no matter how distant, begins to 


move, 

The officers next below the managers 
of the factory and general office forces 
of the company are the| supervisors. 
Each supervisor is responsible for the 
conduct of a group of factory or office 
departments, and he holds their respee- 
tive heads to a_ strict accountability. 
Chosen for his broad and exact knowl- 
edge and long experience, the super- 
visor is an able lieutengatt to the man- 
ager of his divisiop, or}‘pyramid’’ as 


it is called. (Se#érap, je representa- 


tion of the company ’s’grGanization, ) 

The manager of the selling pyramid 
has for his lieuteydnts fifteen ‘district 
managers.’’ Each of these has absolute 
authority over a group of agents in a 
certain ‘district’? or territory, 


A SYSTEM OF SUPERVISION THAT DE. 
MANDS—AND GETS—RESULTS 


From the general manager down to 
the office boy, each employe of the com- 


‘pany has someone above him who 


knows - what 


work he is doing—and 
who comes 


around to him at regular in- 
tervals to demand results. Each man- 
ager, supervisor or departinent head 
Inows that he must achieve results con- 
tinuously or give way to a man who 
can. <A business company should not be 
a charitable organization. The National 
company certainly js none, 
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FACTORY FORCE 
(Making ‘ Division’) 


OFFICE FORCE 
(Recording Divisio.:) 
SN 


FIELD FORCE 
(Selling Division) 


&» 
5 
4 Chart showing the three main divisions of the organization and the relation of their executives: the office or 
ay recording division includes all those departments located at the central plant which are not 
Labs engaged in actually making or selling the product 


If no favoritisin is shown in appoint- ~kndws that failure to measure up to 
ing men to positions, neither is any these past attainments will not be con- 
shown in keeping them there. When a doned. Therefore, in a case where the 
man is promoted, he may be sure that ordinary business official would submit 
he was the best man of all who were to his superiors a clean-cut report, full 
eligible for the position; and he may of facts and figures, showing why cer- 
also be sure that he will retain his new tain desired results absolutely could not 
appointment only so long as he is able be achieved, the National official goes 
to get better results in it than any man to work to create some previously un- 
- below him could get. heard-of method of achieving these re- 
He knows that no matter what obsta- sults, or sees that some subordinate 
cles he meets,some means must be found creates such a method. 
to overcome them. He never forgets A system like this necessarily keeps 
that the motto of the company is, the organization running at top speed. 
“There is no word can’t in the die- - No work in the factory or offices is 
tionary, nor in this business.’””? He allowed to accumulate or pile up. A 
knows that there are a hundred mile- department head who allows the work 
stones in the company’s history, each of his department to get behind is sure 
marking a point where the seemingly of an immediate and forceful repri- 
impossible was finally made possible by mand. He will be told that he is de- 
sheer persistence and determination. He laying the whole National procession ; 
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that he is throwing the entire ma- 
chinery out of gear. wxcuses, reasons, 
explanations will net*avail him. ‘We 
don’t want reasots“we want re- 
sults’’ is the answer that he will in- 
variably receive. ‘Anyone can give 
reasons; you are here to get results. If 
there is a sticking-point in your depart- 
ment, find a way to remove it. That is 
what you are there for. Don’t bring 
explanations to your superiors; bring 
results.’? cee ze 

This kind ofstraight-from-the-shoul- 
der talk is*thg rule throughout the or- 
ganization. N& man takes offense at 
it. It is not prompted by personal ani- 
mus, but by the necessities of the busi- 
ness, and everybody knows this. But 
the fact that it has no personal animus 
behind it does not in any way decrease 
its effectiveness. Rather it increases 
it. 

Kivery department of the factory, 
office and selling organizations is regu- 
larly and searchingly inspected. Con- 
cealed leaks and weak conditions, dead 
wood and red tape, useless activity that 
looks like work, lost motion, all these 
are sure to be discovered—run to 
earth as remorselessly as a hound fol- 
lows a fox’s trail to his burrow. 

The workings of all departments (ex- 
cept the inventions departments) are 
open—plain to everybody—subject -to 
criticism from all sides. No depart- 
ment head is allowed to hoard facts or 
orders, to keep his instructions and in- 
formation to himself. There are a num- 
ber of men in each department who 
know just what work and how much 
work is expected from the department, 
and the time when it should be com- 
pleted. If the department head fails 
to get it done, and done properly, the 


knowledge of the fact will be common 
property both among his superiors and 
his subordinates. 

This open policy has the same effect 
upon the action of the different depart- 


_ ments that liberal newspaper comment 


and discussion has upon the conduct of 
public officials. 

There is an old saying, ‘‘What isn’t 
known ean’t be eriticised.’? A promi- 
nent manufacturer has said: ‘‘The bane 
of business organization is the man who 
keeps all important necessary informa- 
tion under his own hat, whether he be 
workman, clerk, foreman, superintend- 


. ent or manager.’’ 


National methods have eradicated 
this evil from the organization. 


HOW MANY MINDS ARE FOCUSED BY THE 
"COMMITTEE SYSTEM! 


In connection with its military sys- 
tem of supervision and inspection, 
which maintains rigidly the responsi- 
bility of each department head, and 
keeps the efficiency of the organization 
at the highest point, the company main- 
tains a supplementary system which 
might be compared to the councils of 
war of a military organization. 

In each of the three main divisions 
or pyramids of the company there are 
a number of committees, composed of 
supervisors and department heads. 
Each division has a gencral committee, 
which considers questions of general 
bearing or importance in the pyramid. 
The manager of the pyramid acts as 
chairman. The relation which the other 
members of the committee bear to him 
is exactly similar to the relation which 
the members of the American eabinet 
bear to the President. Their function is 
to supply needed data—eyidence—and 
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A session of the a 


they are trained in selling me 


to advise. Usually their conclusion is 
expressed in a yote. But the orders 
are all issued by the manager of the 
pyramid. He may or may not adopt 
the conclusions of the committee. The 
authority and the responsibility for 
final action are both his, and his alone. 

Often the general manager meets 
with these three general committees. 
Regularly, too, he calls a meeting of a 
committee containing the leaders of all 
three divisions, to discuss broad ques- 
tions affecting the company’s general 
policy. 

The committee system enables the 


gents’ training school—the dynamo which pumps life blood into the 
arteries of the selling force, and keeps the level of salesmanship high. Here the agents learn the 
operation, uses and all distinguishing characteristics of the company’s 379 styles of registers. Here 
thods, approaches, demonstrations and unanswerable closing arguments. 
Sessions last four weeks. Examinations are held and diplomas are awarded for satisfactory work. 


company to concentrate upon every im- 
portant question the best brains, judg- 
ment and experience of the organiza- 
tion, and to do this regularly and syste- 
matically. Often a discussion—the 
play of half a dozen minds against each 
other—will bring out ideas, suggestions, 
expedients, which otherwise. would 
never oceur to anyone. When you focus 
six able minds on any question you are 
far more sure of burning a hole in it 
than when you have only one mind at 
work. 

Each important general question that 
comes up has light shed upon it from 
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This picture shows the treasurer of the company, head of the office pyramid, president, 
general manager and secretary (from left to right), attending a meeting of the Finance Committee— 


the innermost committee of the organization. 


Here are settled all questions of financial policy. 


The treasurer is here seen explaining the detailed statements of the company’s finances, spread 
upon a multiple-leaf blackboard. Similar blackboards show the conditions in every department, 


every possible viewpoint. All of the 
men in the meeting can supply detailed 
information—exact facts and figures— 
bearing on the point at issue. There 
are no one-sided decisions to be re- 
versed later because of the discovery 
of facts or considerations not thought 
of at the time. All the evidence is sure 
to be in before the decision is reached. 

Discussion is brief. The data, opin- 
ions and suggestions of different mem- 
bers are quickly given. These men are 
trained to cut out verbiage—to get to 
the point—to tear out the kernel of a 
question and throw the useless shell 


away. And the chairman is trained to 
keep his committee under control, to 
prevent digression and get down to 
hard pan, to get conclusions, results. 
Such a system makes quick action 
possible. When a manager has to solve 
an important problem, instead of carry- 
ing the matter around under his own 
hat and trying to work it out in his own 
mind during a week or two, or longer— 
meanwhile postponing all action—he 
brings it up at the next meeting of his 
general committee. In five minutes he 
has gathered evidence that he could 
not think up alone in a week. Some- 
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A convention of the fifty agents in one of the fifteen American selling districts, under the 


leadership of the company's general manager, sales manager and district manager. 


This 


| gathering is in the nature of a district committee meeting. Conditions, difficulties, plans and 


methods are discussed, and enthusiasm is 


aroused to a high pitch. 


Every such district convention results in increased sales. 


times the question is decided at once; 
sometimes laid over for further consid- 
eration. But it has repeatedly hap- 
pened that questions have come up for 
‘consideration for the first time, been 
thoroughly sifted and finally decided 
and orders issued for action, all in the 
Space of a single hour, 


QUICK DECISIONS AS FACTORS IN BUSI. 
NESS BUILDING 


Napoleon aseribed many of his victo- 
ries to quick decisions, Quick decisions 
are no less vital to the success of a busi- 
ness organization than of an army. 


The minute a decision is reached, the 
company’s organization machinery 
seizes on it, and begins to translate it 
into action. The remorseless system of 
Supervision and ceaseless follow-up 
starts to chase and force it through the 
necessary channels with the ery: ‘Do it 
now!”’ for a battle call. 

Every committee has a recorder and 
a tracer. The recorder takes down the 
decisions and issues the orders of the 
chairman, and the tracer follows cach 
order through every step of its execu- 
tion to completion, reporting any undue 
delay immediately to the proper offi- 
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cials, whose credit depends upon seeing 
that the work is speedily pushed 
through to a finish. 

Thus the company’s decisions become 
definite policy, specific action, almost 
as soon as those decisions are born. 
There is no delay, no hanging fire, no 
slow unwieldy process of getting 
things started. Competitors who have 
laboriously made preparations through 
a long interval to met a certain Na- 
tional policy have frequently been 
amazed to see the entire National or- 
ganization change front in its line of 
action in one week’s time. 

A slow or poorly organized competi- 
tor finds it as hard to meet movements 
of this sort as the unwieldy armies of 
Hurope, at the beginning of this cen- 
tury, found it impossible to meet the 
lightning-like aggressive operations of 
Napoleon. 

Im war and in business, mobility, 
speed, quick determined action, based 
on previous careful consideration, make 
up a great part of the science of suc- 
cess. 

Another great advantage of the Na- 
tional committee system is the training 
that it gives. Every business needs 
good men. This system makes the best 
men. ‘The short, terse discussions 
draw out the members of the commit- 
tee, develop their powers of observation, 
thought and expression, broaden their 
knowledge of the business. They learn 
facts from each other; they whet their 
interest and ambition on each other; 
they develop their judgment by their 
daily consultations and decisions. As 
a result, the company has a number of 
broadly trained men upon whom it 
could quickly draw to fill its highest 
positions in ease of vacancies. 


THE COMMITTEE MEETING AS A TRAIN- 
ING SCHOOL FOR LEADERS 


It is the proud boast of the com- 
pany’s manager that there is not a man 
in the organization, from top to bottom, 
whose position, if made vacant, could 
not be quickly filled by a capable man 
now in the company’s employ, almost 
as well as the present occupant fills it. 

I say ‘‘almost’’ as well. The man in 
the higher position is there because he 
is a little better than anyone else would 
be. But the difference between his fit- 
ness and that of the man below him is 
not sufficient to make him feel free to 
shirk his duty in any way. 

In every department, there is an as- 
sistant head fully qualified to step into 
the shoes of his superior at a moment’s 
notice, and carry on the work without a 
hitch or slip. 

This condition is made possible 
chiefly by the open policy of the com- 
pany—the free discussions—the broad 
training imparted by the committee 
system. 

In addition to its general committee, 
each of the three pyramids has a num- 
ber of qther special committees which 
work along the same lines. There is 
the Special Store Service Committee, 
for instance, in the selling division. 
The only field among retail stores that 
the National company had not thor- 
oughly claimed for its own years ago 
was the department store field. The 
peculiar demands of the department 
stores had for a number of years made 
proprietors use pneumatic tubes and 
other systems of caring for cash in 
preference to cash registers. This Spe- 
cial Store Service Committee was or- 
ganized to overcome these conditions. 
Tts members met regularly, discussed 
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department store systems, sent out rep- 
resentatives to study department stores, 
analyzed their reports, directed the 
work of inventors, and finally evolved 
a department store cash register that is 
already being widely adopted and will 
add tremendously to the company’s 
volume of business in the next year or 
two. Similarly valuable results are con- 
stantly being achieved by other special 
committees in all three pyramids. 


HOW THE THREE MAIN DIVISIONS CO- 
OPERATE THROUGH SYSTEM 


The committee system not only pro- 
motes team work among the different 
departments in. each pyramid, but is 
also peculiarly effective in maintaining 
cooperation between different pyra- 
mids. Members of all three forees—fac- 
tory, selling and office men—meet in 
the Future Demands and Improvements 
Committee, for instance, although this 
committee is classed primarily as an 
office committee. 

The selling representatives report 
the needs of merchants—state the 
things they would like to have a new 
cash register accomplish. ‘The patent 
attorneys and the heads of the inyen- 
tions departments (all office men) get 
clearly in mind at these meetings what 
is wanted from them, and draw up spec- 
ifications for the new machine. These 
are sent to one of the six inventions 
departments, where, following the lines 
indicated, a preliminary model is pro- 
duced. This is submitted back to the 
Future Demands and Improvements 
Committee for the approval of the sell- 
ing members from a commercial stand- 
point, and for the approval of the fac- 
tory members from a manufacturing 
standpoint. After each journey to the 


inventions departments for changes, 
the experimental model comes back to 
this committee until finally approved, 
when it is sent to a factory department 
to have a tool model made, and to pro- 
ceed to the inspectors, and so along the 
ordinary channels of manufacture. 
For twenty years men all over the world 
have been trying to make cash regis- 
ters to beat those of the National com- 
pany. But no inventor has been able 
to turn out a register to equal those 
that haye been brought into existence 
by the efforts of this ceaselessly active 
committee. In all, the National Com- 
pany has manufactured the great num- 
ber of over 400 different styles of 
cash registers. The Future Demands 
Committee always has something up its 
sleeve. It is never called upon and 
found wanting. From the day it was 
first organized, years ago, it has been 
able to trump every ace that 200 com- 
petitors have laid down. 

It may be called the eye of the busi- 
ness. It looks ahead and chooses the 
path in which the organization is to 
follow. It is like the headlight of a 
locomotive, the lookout in the bow of 
a ship. 

Every manufacturing organization 
could profit by the formation of such a 
committee. The work of foreseeing de- 
mands, of keeping abreast of and ahead 
of them, should not be left to chance. 
It should be done regularly and thor- 
oughly. It should be reduced to a 
system. 

If the encouragement of individual 
effort is the first great cause of the 
National company’s success, team work 
secured by close supervision, by indi- 
vidual responsibility and by the com- 
mittee system is the second, 


AMERICAN - BUSINESS - CENTERS 


PART V—PITTSBURG 


The greatest manufacturing center in the world, Pittsburg’s downtown district 
covers the lowland which tapers from the mountain wall on the east to the 
point where the Monongahela and Allegheny rivers meet to form the Ohio; 
its great steel mills lie far back of the town along’ the banks of both rivers 
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From a photograph by W. S. Bell, Pittsburg. 


A typical view of one of the multitude of steel mills which line the banks of the Monongahela River many 
miles up its course, and from which has come the city’s enormous wealth 
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A view of the entire wholesale and retail district 
is the city of Allegheny. Fleets of co 
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graph taken for SYSPHM by B. L. I. Dados. 


from the point where the two rivers meet. In the} 


oats and barges,-awaiting shipment south, 


background 
line the banks of 
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rom @ photograph taken for SYSTHM by B. i. H. Dabbs. 


rises the mountain, upon and around which lies a residence district. Across the Allegheny River on the right 
the Monongahela. On the near side of the river, far up on the cliffs, lies another residence district 
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rom w photograph taken for SYSTEM by B. L. I. Dabbs. 


Fifth Avenue, the principal retail street of Pittsburg, as seen from the Grant Street “Hump” 
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Irom @ photograph taken for SYSTEM by B. L. H. Dabbs. 


A street in the quieter wholesale district: First Avenue, looking west from Grant Street 
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Irom a photograph taken by W. 8. Bell. 


Looking up Liberty Street from the roof of the Empire Building; Union Depot in the distance 
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Vrom a photograph taken for SYSTEM by B. 1. H. Dabbs. 


A near view of Liberty Street, the center of the produce commission district 
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From a photograph taken for SYSTHM by B. L. H. Dabbs. 


Fourth Avenue, the “Wall Street’’ of Pittsburg, along which more than forty banks have their buildings 
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irom @ photograph by W. S. Bell, Pittsd 


Looking north on Wood Street from Second Avenue, in the heart of banking: and financial district 


Are there leaks in your f. 


actory which need plug- 


ging? This article tells how one manufacturer stopped a 
$90,000 a year leak of whose presence he was ignorant 


By C. E. WOODS, E. E. M. E. 


The one great aim of manufacturers 
toward the reduction of the costs of 
production has been to convert labor 
employed by the day into piece-work 
labor. By so doing they invariably 
expect that they will not only fix their 
cost of production at some definite 
point, but will also greatly cheapen the 
cost of production as a whole. 

Theoretically this argument is logi- 
eal, but in actual practice I propose to 
show that without a proper means of 
checking exactly what work is done 
and the prices paid for it, a very large 
possible profit to a factory may be 
eaten up with no outward indication 
that such is the case. 

The governing feature in a piece- 
work system is a good and propor- 
tionate reward to labor for increased 
effort on its part, and a corresponding 
penalty if this effort is not made in the 
shape of a proportionately small wage. 
We all know that the weakness of the 
piece-work system lies in the fact that 
invariably the time comes—no matter 
how the price rate may have been com- 
puted—when the wage earned is too 
high for the labor employed. At that 
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point rate cutting inevitably begins. 

This in itself introduces a_ third 
penalty —a penalty of an inverse 
nature that is somewhat disastrous, as 
it makes piece-work subject to two 
penalties—one for not doing well (in 
the small amount of wage earned) and 
one for doing too well (when too large 
a wage is earned). Rate cutting in the 
latter case results in a whole or partial 
cessation of further speed effort on the 
part of the employe, and this in turn 
affects equipment, spell and cost pro- 
portionately. 

The broadest experiences have shown 
that the whole tendency in the cost of 
production for labor, whether by piece- 
work or day-work, is downward as the 
years go by. There may be times of 
advance in piece-work prices, but they 
are short lived. The effort of every 
financial interest and of every engineer- 
ing interest is centered on lessening 
costs, while the laborer himself, by vir- 
tue of his accumulation of experience 
in dealing with an operation or piece 
of work, increases his speed and con- 
tributes unconsciously to this same les- 
sening of cost by increasing his output. 


ORGANIZING A FACTORY 


The laborer knows, however, that if 
he increases his output beyond a cer- 
tain point the inevitable cut will come. 
As a result, a body of piece-workers in 
a factory often establish among them- 
selves an understanding regarding the 
amount of output that they will pro- 
duce at a given price. This under- 
standing is so thoroughly established 
that in many cases it becomes an un- 
written law. 


HOW PIECE-WORKERS SOMETIMES LIMIT 
THEIR OUTPUT 


In factories where speed bosses are 
employed, or where special tests for 
output have been devised, I have seen 
men purposely dull their drills and 
other cutting tools, so that by the most 
diligent work they could only show a 
production equal to some standard set 
among themselves, in order to avoid 
any checking on the part of those 
interested which would have a ten- 
deney toward a cut in piece rates. It 
was to overcome this waste that the 
writer conceived of the plan of measur- 
ing this waste through the channels 
which are illustrated on the accom- 
panying charts. 

In the first place, a chart was made 
on which was shown the average wage 
paid an hour for both day-work and 
piece-work for a time period covering 
an entire year. This chart is illustrated 
in Form A. The upper line represents 
the hourly wages of the piece-workers, 
the lower line of the day-workers. 
This chart has proved of inestimable 
value in keeping the record of either an 
advance in wages by day-work or an 
advance in earnings by piece-work, for, 
as before said, the time invariably 
comes when piece-work has to be re- 
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adjusted. In the instance illustrated 
the time was very near, as there had 
been a gradual increase throughout the 
year up to June, while from June until 
the end of September the increase in 
piece-work had been practically noth- 
ing. These figures showed that either 
a maximum speed had been attained 
by the piece-workers, or that they had 
reached a point (which was the fact) 
where they Gare not make higher speed 
for fear of being cut. The aim was to 
find out the exact facts in the case. 


HOW ONE FACTORY LEARNED THE REAL 
EFFICIENCY OF ITS LABOR 


In the chart B I make an exhibit 
regarding these facts. This is one of 
the most interesting charts that has 
ever been plotted in connection with a 
manufacturing business, and one that 
is capable of doing more to point out 
a possible reduction in costs, or rather 
increase in the value of labor, than any 
chart that I have ever made. It is 
entirely original with the writer in so 
far as its specific use in connection with 
labor is concerned, and has proven 
wonderfully effective in pointing out 
the exact conditions relative to the 
subject. 

To indicate the steam engine of a 
factory for the purpose of finding out 
whether foremen were holding their 
men up to the work or not and obtain- 
ing efficient service from them and 
the factory equipment, would at first 
sight seem to be a far-fetched proposi- 
tion. But such is the method used in 
obtaining the facts as shown on 
Chart B. 

On the left side of the chart it is 
seen that at 6:45 in the moming about 
520 horsepower was being used. There 
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ORGANIZING A FACTORY 


is very little rise on this from that time 
until 7 o’elock. It is also seen that this 
same condition prevailed at 12:45 in 
the afternoon as at 6:45 in the morn- 
ing. This shows that the friction load 
of the engine, or the load on the engine 
for transmission devices, such as belt- 
ing, shafting and idle machines, 
amounted to a trifle over fifty per cent 
of the maximum power required when 
she plant was running with its full load 
factor. 

Following from 7 0’clock up for the 
irst fifteen minutes, it is noticed on the 
heavy line that but 800 horsepower 
was being used, and at 7:30 but 935 
lorsepower was being used, and that 
the maximum load, or 1,000 horse- 
ower, was not reached until 8 o’elock. 
At 11 o’elock it will be further noticed 
hat the load has dropped about 20 
lorsepower, that at 11:15 it has 
dropped 80 horsepower, that at 11:30 
it has dropped 200 horsepower, that 
at 11:45 it has dropped 355 horse- 
power, and that at noon it is back 
practically to friction load. 

Starting again at 1 o’clock, it is no- 
ticed that the maximum load is not 
reached until 2:30, and that the load 
again commences to drop off at 4 
o’clock and continues to do so down to 
5 o’cloeck, very similar to what it did 
at 11 o’clock. 

From this chart one fact is certain— 
the amount of power required is ex- 
actly in proportion to the machines in 
operation, and the machines in opera- 
tion are exactly in proportion to the 
men at work. Consequently fluctuations 
im power can indicate but one possible 
condition, i. e., that the men are not 
operating their machines at such times 
as the power is lower than normal. 
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HOW A CHART INDICATED WANTON 
WASTE OF POWER 


Investigation into the causes pertain- 
ing to this particular instance showed 
in addition to the information gathered 
concerning the total amount of power 
required that the labor throughout the 
plant using this power was not being 
kept up to its work. In other words, 
it was a case of building glass offices 
for the foremen and letting the men 
idle a great deal of the time. For this 
chart is an absolute indication of such 
a condition. 

If the machines were kept busy up 
to within five to ten minutes of noon 
the power could not fall off. If the 
men were at work promptly at 7 
o’clock and at 1 o’clock the load factor 
could not be so slow in reaching a maxi- 
mum. The whole evidence shows a 
great lack of discipline over the men 
throughout the factory, and a wanton 
waste of time on their part, resulting 
in an equal waste of time for the equip- 
ment employed. 

In a factory that employs day-work 
and piece-work labor, as in this in- 
stance, and in which the piece-work 
labor amounts to over fifty per cent of 
the total labor, the natural inquiry is, 
why, with so large a percentage of 
piece-workers, is the load so slow in 
reaching a maximum, and why does it 
fall off so early in both the forenoon 
and afternoon? 

An analysis of Chart A, showing the 
average wage earned an hour, indi- 
cates that the piece-workers had 
reached the point in wages eared be- 
yond which they dared not go for fear 
of being cut. Consequently the piece- 
workers were at the times indicated 
“soldiering’”? on their work. ‘This in 
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ORGANIZING A FACTORY 


itself was incentive enough for the day- 
workers to do likewise: 


HOW A LEAK OF TWO HUNDRED DOL- 
LARS A DAY WAS FOUND 


Enforcement of discipline in this par- 
ticular instance, and the keeping of the 
men up to their work, resulted in fore- 
ing the power demand out to the point 
shown by the dotted lines, which made 
an actual gain in time, each day, of 
74 minutes. This time, multiplied by 


800, the number of men employed, - 


equals 986 working hours, which, at an 
average rate of 20 cents an hour, is 
$197.20 a day, or $59,160 a year. These 
figures represent the actual cost to one 
company of a lack of a system for re- 
cording the work of employes. 

But the results were more far-reach- 
ing than this. The discovery recorded 
on this chart not only increased the 
output capacity of the factory by about 
eleven per cent, but it resulted in an 
adjustment of piece-work rates which 
amounted to nearly a fifteen per cent 
cut in wage cost for piece-work—and 
still left the piece-workers earning as 
much as ever. But they had to work 
a full day. : 


HOW THESE TESTS OF LEAKAGE MAY 
BE APPLIED 

The writer has found this means of 
investigation so far-reaching as a cost- 
reducing factor as to almost revolu- 
tionize the internal workings of a plant. 
But in no instance, in conducting these 
tests, has it ever been surmised in the 
factory, beyond the superintendent 
himself, exactly what was being done. 
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This method of making tests can be 
made in two ways: First, by indicating 
the steam engine which operates the 
whole factory ; and, second, by using an 
electric motor placed upon a truck to 
make it portable, and running each in- 
dividual department in the factory 
with this motor for a sufficient number 
of days or periods to find out the facts 
required. The writer has yet to see 
an instance in which the expense 
attached to such a test has not paid 
for itself a thousandfold. 

The latter method, of taking one de- 
partment at a time, is the most effective 
of the two, for the simple reason that 
it locates to a nicety which foreman 
and which class of workers are most 
responsible for the discrepancies found. 

A still further value to the investiga- 
tion is the fact that it showed the 
tremendous loss of power due to trans- 
mission and friction, amounting to 50 
per cent of the maximum power re- 
quired, or about 62 per cent of the 
average power required through the 
day. A redesigning of the entire power 
transmission system resulted in a sav- 
ing of 50 per cent of this loss, or in 
dollars and cents a saving of $4,050 a 
year, making a net saving due to the 
investigation as follows: 


Timersaveds iis.aseha eee $59,160 
Reduction in piece-work rates.. 26,400 
Power saved 4,050 
arid Ghewateetoere eae ee $89,610 

Yet there are manufacturers who do 
not believe in the application of mod- 
ern ideas to their business. 


SPEEDING UP THE SALES FORCE 


Ginger Talks of a Sales 
Manager to His Men 


OU men who get the orders are the chaps who are supposed to keep the smoke coming 
out of the factory chimney. The volume of smoke emitted from our chimney 
during the past two months hasn't been large enough to darken the landscape to any 
great extent. Now that the dog days are over and the business-revival season has 
begun, we are addressing to you a short, sharp request on this, subject: We want more 


smoke, 

You are in this business to make money. So is the company. And what we 
make we must make together. Ours is a mutual benefit association of the most extreme 
type, though we don’t wear any insignia or put on dog in a lodge room. We can’t 
increase our receipts from you without increasing your receipts from us. Every time 
we pocket the profit on a sale you pocket a commission. _A\lll these things being so, we 
don't feel any coyness in urging you to get out and do a little wholesale hustling. 


We haven't pushed you much for business during the last two months. July and 
August weather is supposed to put a check on fast traveling. So far as your arrival 
with orders is concerned, the figures show that most of you came in on the freight and 
a good many of you in the caboose at that. But this month we are running express. 
We are going through on schedule time, and there will be no stops for berry-picking. 


We hope you were all down at the station bright and early this morning when the 
whistle blew, and that everybody is on board the flyer who belongs there. 


GET the right start. Hold a little convention with yourself, and make up your mind 

that the first ten days of the month shall produce as many orders as the last ten. 
It is just as easy to start to get business on Monday morning of the first week as it is on 
Tuesday afternoon of the third. Time in this business is capital, When you waste 
a day you are throwing away commissions that belong to you—you are committing petty 
larceny against yourself, 


Get the night start. Take a leaf out of the Japs’ book. The day that war with 
Russia was declared was the day that the little Islanders began to fight. Their torpedo 
destroyers made their first dash into Port Arthur harbor before the ink was dry on the 
official pronouncement that a state of hostilities existed. 


Admirals and pugilists know that it’s a great point in a fight to get in a good hard 
smash at the enemy as early in the game as possible. You've had a long slack season 
in which to take things easy and rest up. You ought to be as full of fight as an 
unconquered game cock that has never had a taste of the gaff. 


With all your knowledge of unanswerable reasons why merchants should handle 
our line, and with the accumulated energy and vitality that has been piling up inside you 
all summer, you oughtto hit the first half dozen prospects you meet to-day like a landslide, 
and carry them completely off their feet. nd when you've made a good start you 
ought to keep the good work up right through the rnonth. 


DONT hang around your office the first week waiting for the fellow to come in and 

buy. Go out and fetch him. He's there waiting for you; but he won't come 
unless you go after him. The man who waits for things to turn up often turns up him- 
self in the poorhouse or the jail. OF all men who should shake this waiting habit, the 
salesman is the chiefest, Business is like ore; you have to dig for it. You don't expect 
even the richest mine to waft nuggets to you on the spicy gales. Nuggets are usually 
anchored fast in a hard hillside and it takes a lot of good stiff pick-and-shovel work to 
loosen them up and start them rolling down the hill. It’s the same way with orders. 
If it wasn’t, we wouldn't Pay commissions to a force of salesmen. Nothing is going to 
roll your way unless you go out and start it yourself. 


You may be handicapping yourself at the start by the feeling that you haven't as 
good a chance as some other fellow. Salesmen have a way of cracking up other men’s 
territories and taking a knock at their own. It is always the far pasture that looks 
greenest, but you will generally find when you actually set foot on the distant field that 
the color turns out to be about the same shade of dull green verging on brown that 
tinted the patch you left. It isn’t the territory that gets orders—it’s the man. 


"THERE is a tale extant of a soldier who broke his sword in a battle. He had been 

putting up a poor sort of a fight anyway, and when his blade broke off in the middle 
he threw the remaining half of the sword away and took to his heels, remarking: "[ can’t 
fight with that thing." A fellow soldier, who had been defending himself as best he 
could with a short dagger, seized the discarded sword with a whoop of joy and made 
such rattling good play with it that he put to rout both his own antagonist and the man 
who had fought with his runaway companion. 


Some men can do more with a broken sword than others with a complete arsenal 
of perfect weapons. The opportunities that some of us would throw away as useless, 
other men would find it impossible to fail with. Every sales manager can point to 
scores of territories where four, five or six men failed, one after the other, before the 
right man came along and made a barrel of money. The possibilities of those tern- 
tories were there all the time; but the men that failed couldn't see them. They didn’t 
look hard enough. 


SOMEONE has truly said that while Opportunity knocks at least once at every man’s 

door, the party inside has no right to expect the panels to bekicked in. Andit may be 
added that if the expectant party is a salesman he had best not wait inside at all. 
The only way in which he can ever hope to catch a glimpse of Opportunity is to get 
outside the door and doa lot of active searching for her up and down the street. 


We advise you to begin your search to-day. When we balance up our books 
at the end of the month, you want to be on the right side of the ledger. The first es. 
sential in the process of getting there is to start now. You can't secure orders in the 
past or in the future; you must get then TO-DAY. 


The Sleg Wee ager, 


A -COST - SYSTEM - FOR. A - SMALL . PLANT 


One card can be made to hold all information neces- 

sary to arrive at accurate costs and all the records 

necessary in a small or simple manufacturing plant 
By J. P. BLAKE 


Cost Accountant, formerly of Cost Department of Allis-Chalmers Company 


The cost system here described is one 
of the most simple forms of keeping 
costs. It is simple because it furnishes 
only the cost of a given article, and be- 
cause it does not go into the details 
necessary for keeping track of an arti- 
ele and its costs while in the process of 
manufacture. Neither does it show 
comparative records of the efficiency of 
individual employes. 

This system is applicable to any form 
of manufacturing and is especially satis- 
factory in small shops. 


HOW THE ORDER TICKET SERVES AS A 
REQUISITION FOR MATERIAL 


When an article or lot of goods is to 
be manufactured, an order ticket, illus- 
trated in Form II, is made out. This 

_order ticket contains specifications and 


instructions on the job. ‘The simplest 
method of operation provides that the 
foreman gives the order ticket to the 
workman who is to perform the first 
operation. This workman takes the 
order to the storekeeper, who gives him 
the required material, and enters the 
weight or amount on the reverse (Form 
III) side of the order. 

When the workman has performed 
his operation, he enters on the ticket his 
name and the number of hours he put 
upon the job. He then passes the order 
and materia! on to the workman who 
performs the second operation. The 
last man delivers the finished goods to 
the storekeeper, and the order is sent 
to the main office. Here it is necessary 
only to multiply the number of hours 
by the rate an hour, total these figures 


|UNFINISHED | FINISHED |... 


(0-A.m.|- 


Form J the time slip; on this form each workman records his time each day and sends the slip to the foreman 
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Forms II and III; the order ticket, obverse and reverse. This form is given by the foreman to the workman who 
handles the first operation and accompanies the order through the shop 


and add the value of the material to get 
the total productive cost. 

A method somewhat better adapted 
to a factory that manufactures special 
orders, and giving a closer check on the 
workmen, provides that the workmen 


enter their time on a time ticket illus- 
trated in Form J. This time ticket is 
handed in daily. Each morning a clerk 
posts the time from these tickets to the 
collating ticket, the obverse and reverse 
of which are shown in Forms IV and V. 
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Forms lV aud V; the obverse and reverse of the collating ticket. These forms contain the cost tecords of the job, 
including labor and material; they are posted daily from the time slips and the storekeeper’s reports 


This ticket contains the cost record of 
the job. The hours are entered on this 
ticket under the proper rate, and when 
complete the total gives the labor cost. 
The material called for by workmen is 
reported daily by the storekeeper, and 
is entered on the reverse side of the 
proper ticket. 

This system is as accurate as the most 
elaborate, but it affords no means by 
which a factory manager may know 
from his records whether his shop is 
doing well or how efficient his men are. 
He cannot know whether he is making 
or losing on a job until it is finished— 
and then he cannot locate the exact 
item which brought the loss. Therefore 
this system is really applicable only in 


small shops where the owner or man- 
ager can foliow the details of the work 
so closely and can know his individual 
men so perscnally that he can get this 
auxiliary information by direct con- 
tact. It may also be used in £actories, 
large or small, whose output is very 
uniform, and which depend rather 
upon machinery than upon efficiency of 
workmen. 

Manufacturers whose works are of 
any magnitude, who cannot get this lat- 
ter information at first hand, should 
have a detailed cost system—a cost sys- 
tem which is at the same time a 
complete factory and work record 
system. Such a system the writer will 
present in the next number. 
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A penny saved is a 
purchasing department 
ment can 


can save 
earn—this 


By H. L. 


PURCHASING - SYSTEM 


penny earned; a good system in the 


as much as the sales depart- 


article describes such a system 


CLAPP 


Of the Brown Hoisting Machinery Company 


The funetion of the purchasing de- 
partinent of a manufacturing concern is 
the buying of all material and supplies 
used by the house. 

Such purchases divide themselves 
into three classifications: First, raw 
material—ali the material, of whatever 
form, which enters into the manufac- 
iure of the finished products; second, 
equipments—the machinery and the 
tools of the plant, including building 
tuaterials; third, general supplies, office 
stipplies, coal and fuel, and general and 
miscellaneous purchases. 


THE THREE SPECIFIC POINTS THAT A 
PURCHASING SYSTEM MUST COVER 


A purchasing system should, first of 
all, be sufficiently broad and elastic to 
allow the making of all kinds of pur- 
chases by identical methods and 
through the same routine course. The 
system should, specifically, cover three 
points: First, it should provide for the 
recording and classification of all kinds 
of goods used by the firm and all 
sources from which they can be 
bought, and keep a record of previous 
purchases; second, it should afford a 
uniform method of ordering and keep- 
ing tab on unfilled orders; third, if 
should afford a means for checking up 
deliveries and for detecting mistakes 
in shipment. 
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The first point requires a systematic 
filing of catalogues and an alphabetical 
index of articles and sellers. Cata- 
logues, price lists and other circulars 
are filed in vertical files or in numbered 
shelves, and are indexed in two ecard 
catalogues. One set of cards, shown in 
Form TI, contains the names of the firms, 
the line of goods they sell, the dates of 
their various catalogues and price lists, 
together with their file or shelf number. 
These cards are arranged alphabeti- 
cally according to the name of the 
firms. 

In the second index each card shown 
in Form II carries the name of the arti- 
cle or class of goods and names of the 
firms which carry these goods with 
references to the shelf or file number 
where their respective catalogues may 
be found. This file is supposed to be 
complete—to contain the names of all 
reputable dealers, whether or not quota- 
tions have been received from them. 
The classification of articles on these 
cards is very general. 

If he has any volume of business at 
all he has trouble in keeping in mind 
the quotations of different firms on 
yarious goods. As an aid to this he 
should keep a card index of goods on 
which he has quotations. Fach eard 
illustrated in Form TIT carries one par- 
ticular size, grade and yariety of goods; 
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on it are entered the quotations from 
the different firms, together with dis- 
counts, terms and dates on which prices 


through old invoices, when he bought 


before. 


This form also serves as a 


check against the user of the goods, as 


Form | (bottom card) and Form II (top card); the cards recording 
the Jocation of catalogues 


were made. It also carries the file or 
shelf number of each firm’s catalogue 
and the page on which this article is 
listed. The prices are revised as goods 
and quotations change. Such an index 
would in the course of years become a 
mine of invaluable information. It 
saves hours of work in look- 


charge 


the agent may determine 
whether they are being used 
extravagantly. It is well, too, 
to have a column on this card 
for remarks concerning each 
order. This is a great help to 
the agent in buying. 


HOW THE REQUISITIONS OF A 
FACTORY SHOULD BE MADE 


The second point in a pur- 
chasing system refers to the 
making out of orders. Unless, 
as sometimes happens, the pur- 
chasitig department also has 

of all stores, requisitions 


should be made out for all goods 
wanted. For this purpose the sheet 
shown in Form V is provided. Upon 
this requisition are entered the descrip- 
tion and amount of material wanted, 
and, if 


it is to be used for a particular 


ing up sources and prices and 


days of delay in getting quota- 


1] tions on specific orders. 
| On the reverse side of this 


the purchases made of this par- 
ticular article. The date of 
the order, the order number, 
the name of the seller, the 
amount, the date of delivery, 
and, when this can be de- 
termined, the date when this 


card (Form IV) are entered 


supply is exhausted, are here Form III (top card) and its reverse, 


entered. 

Thus when the purchasing agent 
wishes to place an order for goods, he 
learns without laboriously searching 


| ; 


Form IV (bottom card), show- 


ing how quotations are kept for reference 


job or order, its number. 


This requisition is made out in tripli- 
cate. The requisitioner keeps one, and 
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two are sent to the purchasing agent. 
One of them he keeps, on the other he 
enters the date on which material was 
ordered, whether it was all or- 
dered, and its order number. 
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the date of the month on which delivery 
is to be made. When this day comes 
the card is taken out, with others.that 


This copy is returned to the 
requisitioner as a notice to him 
that the order has been placed. 
It often also informs him when 


“S DESCRIPTION: 


the goods may be expected. He 


files this with his original copy. 


The order form (Form VI), 
with shipping directions, an 
itemized list of the articles and 
quantities wanted, is then made 


out in the purchasing office on 


a triplicate order blank. Tf the Form V; the requisition blank; the original is kept by the requisi- 


goods are to be purchased from 
several concerns, a like number of 
orders must, of course, be made out. 
One copy of this order is sent to the 
seller; one copy goes into the book- 
keeping department, where the postings 
are made, and purchases are charged to 
departments or amounts, or to partic- 
war jobs or orders. The order passes 
from here to the storeroom, where it is 
held for checking with the goods as 
they come in. The third copy of the 
order, which is the original, remains in 
the purchasing office as a record of the 
order, a follow-up, and as a check on 
deliveries. For the latter purpose it 
contains blanks for entering the date 
and quantities of deliveries on the 
order, as often an order is shipped in 
several installments. 


HOW THE FOLLOW-UP SYSTEM ON 
ORDERS IS OPERATED 


This copy is then filed in a vertical 
file, and in order that it may be handled 
easily it may well be of rather heavy 
paper. A date clip is attached to show 


tioner, and two copies go to the purchasing agent 


have the same date clip. If the goods 
have not been received, the matter can 
be investigated and the ecard date 
clipped a few days ahead. When a de- 
livery is made the invoice comes first to 
the purchasing department, where it is 
checked as to specifications with the 
order and the amount of the shipment 
entered on the latter. When the goods 
are received the storekeeper checks with 
his copy of the order and sends it to 
the purchasing agent’s office, where it is 
again checked with the copy there, and 
through this with the invoice also. If 
everything is correct the order blank is 
taken out of the file and is placed, to- 
gether with the requisition, in a dead 
order file. 

In ease goods are defective or any 
matter regarding an order requires its 
further consideration, the order blank 
is taken out of the dead file and placed 
in the live file and treated as before, 
until it is closed. ‘ 

It is most convenient to number all 
orders consecutively and to have this 
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Form VI; the order form. This is made out in tripli- 


NO INVOICE ACCEPTED WITHOUT ORDER NUMBER 


AN ITEMIZED LIST MUST ACCOMPANY EVERY BILL 
OF LADING, WHICH SHALL BE AN EXACT COPY OF IN- 
VOICE, EXCEPT THAT NO PRICES SHALL-APPEAR. 


{NO CHARGES FOR BOXING OR CARTAGE ALLOWED. 


ate in the purchasing office; one copy is kept for reference; 


one copy goes to the seller and the third to the bookkeeping department 


, 
number appear on every record that 
refers to an order, and to file all papers 
and ecards according to this number. In 
this case it is necessary to keep an 
alphabetical index of orders arranged 
according to the names of the sellers, so 


that an order can be found if merely 
the name is known. This requires little 
labor, as many orders are given to the 
same firm, and in successive cases, only 
the number of the order need be en- 
tered opposite the name. 


TO CUT CLIPPINGS WITHOUT A PAIR OF SHEARS 


To cut out a newspaper item, advertise- 
ment or article in a hurry when a pair of 
shears or a penknife is not within reach, 
take a pin (the longer and stronger it is 


the better) and scratch heavily around it, 
This will so effectively perforate the paper 
that the item may be torn out almost as 
neatly as if cut with a pair of scissors, 


A COMPLETE FACTORY AND COST SYSTEM 


Our expert studied the factory systems 
in the world; each excelled in certaj 


of three of the largest tool factories 
n methods—he has combined the 


best features of all three into one complete factory and cost system 


By O. N. MANNERS 


The cost system of a manufacturing 
house which makes stock goods, espe- 
cially if it makes hundreds of thou- 
sands of articles of a similar nature, is 
really a question of factory manage- 
ment—a question of uniformity of 
action and evenness of cutput. 

In other words, if a house makes a 
million of the same kind of tools or of 
quarts of paint during the year, it 
entails a great expense to keep a cost 
on every single tool or quart that goes 
through the shop. But if a system can 
be devised whereby every unit goes 
through the shop with exactly the same 
amount of effort and labor, in the same 
time, and through the same course as 
every other unit, then it is necessary to 
keep a cost on one piece or lot periodi- 
cally only. From this it follows that 
a system whose primary purpose is to 
ect cost figures can be made to serve a 
much broader purpose. 

A cost system should perform three 
additional functions: It should record 
the work and relative efficiency of 
every man, every foreman and every 
department; it should act as a map or 
guide for the working of the whole fac- 
tory and should really hold the organi- 
zation together; finally, it should be 
so simple and so systematic that it will 
allow the superintendent to know ex- 
actly what is going on, how his factory 
stands, and where the various pieces of 
work in the course of production are. 
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THE THREE MAIN PARTS OF A COM- 
PLETE FACTORY COST SYSTEM 


Few systems actually fulfill all these 
functions, although such a system costs 
very little more time and money than 
one which performs them all. The fol- 
Owing description is a composite of the 
best features of the factory systems of 
two tool factories, manufacturing iden- 
tical products and the largest of their 
kind in the world. The one excels in 
its stock keeping and factory routine 
system, the other in its cost records 
and shipping methods. 

There are three parts to a complete 
factory system. They will be described 
in the following order: First, the sys- 
tem of keeping exact records of stock 
of finished goods and raw material on 
hand; second, the course or routine by 
which the raw material passes through 
the factory to the finished state; third, 
the system of keeping costs. 

The system here described in its gen- 
eral outlines is applicable to nearly any 
factory manufacturing for stock; its 
operative details will necessarily have 
to be changed in their application to 
the needs of a specific coneern. 


WHAT THE STOCK RECORD COVERS AND 
HOW IT IS OPERATED 


The prime requisite in a stock system 
is that it be accurate, that it automati- 
cally keep the stocks full, and that it 
be capable of being handled by a elerk. 
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lt is an expensive plan to have a high- 
priced executive burdened with the 
duty of keeping up stocks and ordering 
goods. By the use of a good system 
this work can be given to a clerk and 
its direction still rest in the manage- 
ment. 

Stock records are kept on cards 
arranged alphabetically, each card con- 
taining the record of only one article, 
grade and size. These cards have the 
proper headings printed on them and 
are ruled for the entry of the proper 
items, in order to facilitate the work of 
posting and allow anyone—not merely 
the specially initiated—to comprehend 
the records. 

Three items of information are to be 
entered on these cards as shown in 
Figure I. In this case the card con- 
tains a double record, so arranged for 
purposes of economy. In the first 
column are entered the amounts of fin- 
ished goods delivered to the store- 
room. In the second column are en- 
tered the goods shipped out from the 
storeroom. In the third are entered the 
extensions of the totals of goods on 
hand. The first column is subdivided 
into three sections: The first is reserved 
for the entry of the date on which 
goods are ordered, for a record of this 
kind is yalueless for a man who wishes 
to know what goods are nedded if it 
does not contain a record of the goods 
in the process of manufacture in the 
shop; the second space is reserved for 
the entry of the date received; the 
third for the amount. The other two 
columns are: subdivided into two sec- 
tions to allow the entry of the date 
with each amount. 

At the beginning of each season the 
management—the officers of the com- 
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pany and the executive heads of the de- 
partments—decide upon the amount of 
stock which the house should carry 
during the coming season. The deter- 
mination of this amount, which is called 
the stock complement, depends upon 
the probable sales for the season. This 
probability is caleulated from the ex- 
periences of former years, from the 
condition of the trade and from the 
various other data which the sales de- 
partment has on hand. The manage- 
ment figures to carry enough stock on 
hand to enable it to- fill all orders 
promptly, but to carry no more than 
is necessary to do this. 

The stockkeeper is then informed of 
the complement of goods which the 
house is to carry for the season. Know- 
ing from his records how much 
stock he has on hand, he at once 
puts in sufficient orders to bring 
his stock up to this complement. 
He at once sends to the fac- 
tory orders equal to 'the amount of 
the shipments. Thus the determined 
complement is kept up. He receives 
each month from the shipping clerk the 
amount of shipments, and he also gets 
a report of the sales during that month. 
He simply puts into the factory 
enough orders to bring the stocks up to 
the determined complement. As the 
season draws to a close, he will, of 
course, regulate his orders so that at 
the end of the season the stock will be 
low, thus tying up as little money as 
possible for stock carried over from 
one season to another, 

If, after the season has opened, the 
sales show that the complement deter- 
mined upon by the management is too 
large or to small, it is a simple matter 
for the management to come together 
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Figure 1; the stock record card. On this torm are entered the necessary details concerning all material ordered and 
received, the amount of goods shipped and the amount on hand, together with the dates 


again and change it. In fact, it rarely 
happens that the complement deter- 
mined upon at the beginning of the sea- 
son will stand. 

The advantages of such a scheme are 


apparent. Instead of requiring the serv- 


ices of high-priced executives to keep 
track of the stock, this work is made 
mechanical by the determination of the 
complement and ean be put into the 
hands of a clerk. It automatically pre- 
vents the house from being caught 
with a low stock on some lines, and 
thus obviates all those little delays, an- 
noyanees and inconveniences which re- 
sult, from held-up orders. The system, 
as here deseribed, naturally appears 
simpler than it really is, but the details 
vary with different classes of business 
and can be worked out as they come up. 


HOW THE SUPPLY OF RAW MATERIAL 
IS REGULATED 


Raw material stores are handled 
much in the same way, except that they 
are kept track of and purchased by the 
superintendent, inasmuch as the pur- 


chasing of raw material is one of the 
big factors in a business, and the super- 
intendent is best fitted to handle it, 
unless the work is heavy enough to re- 
quire a distinct purchasing agent. 

There is a further complication here 
from the fact that the buyer must de- 
termine how long a time it will take to 
deliver the material after he has placed 
the order. This he can only know from 
his past experience. In this particular 
business the superintendent figures 
that, at most, five months will be re- 
quired for the delivery of domestic raw 
materials and seven months for for- 
eign material; he must, therefore, fig- 
ure to carry five or seven months’ stock 
on hand or in the course of delivery. 
In other words, his orders must be five 
or seven months in advance. 

The purchaser regulates his stock of 
raw material according to the comple- 
ment of finished goods determined 
upon, which, translated into raw ma- 
terial, gives him his complement. 
Knowing exactly how many pounds or 
tons of each kind of raw material five 
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Figure II; the stock order. 


One copy is kept in the 
superintendent's office, one goes to the shipping 
department and one to the shop 


months’ orders, according to the com- 
plement, wil! need, he starts out with 
this amount as his basis of stock. - All 
he has to do then is to receive from the 
Storekeeper, the first of each month, a 
statement of the raw material used dur- 
ing the preceding month. This shows 
him how much raw material he must 
order to keep up his complement, In 
practice this, again, is not so simple, for 
a superintendent must use his knowl- 
edge of the state of the market in 
ordering. If he thinks prices are going 
up he may buy in advance. If he be- 
lieves a break in prices is near, he may 


fake the risk of letting the stock 20 
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down. Special orders, too, often dis- 
commode his regular routine. 

In a factory of this kind, and this is 
true of almost any factory, there are 
two kinds of orders—stock orders, 
which include those goods of regular 
stock patterns and sizes manufactured 
for stock and carried for future orders, 
and special orders, goods manufactured 
for a given concern according to speci- 
fications laid down by the buyer. 


HOW A STOCK ORDER IS FOLLOWED 
THROUGH ITS REGULAR COURSE 

Let us follow a stock order through 
its regular course. 

When the stock clerk finds a line of 
stock falling below the complement, he 
sends a stock order (illustrated in Fie. 
ure IT) into the factory. It goes first 
into the superintendent’s office. Ilere 
a triplicate copy is made on what is 


‘called a factory stock order ticket, One 


copy goes into the shipping room for 
the purpose of checking when the fin- 
ished goods reach it. Another copy 
goes into the shop and follows the job 
through. 'The third copy is kept in the 
superintendent’s office and serves as a 
record and follow-up. Here it is filed 
numerically with the other orders still 
in the shop. 

Before this work ticket leaves the 
factory office the order number of the 
job, an outlined description of the 
goods, the amount of material required, 
and the number of articles in the lot, 
ave written on it and a sample of the 
goods accompanies it, Inasmuch as a 
product of this kind, even though it 
varies in size and quantity, is virtually 
uniform in its course of manufacture, 
the names of the different operations in 
its manufacture are printed on the 
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ticket in their proper order, with 
blanks opposite for entering the name 
of the workman who works on each 
operation, for the check: marks of the 
inspectors and for remarks. 

This ticket first goes to the store- 
room, where the proper amount of ma- 
terial is taken out, cut into the required 
sizes, and sent with the ticket to the 
foreman of that department which is 
to perform the first operation. He re- 
ceipts to the storekeeper for it and 
gives the material out to the man who 
is to perform the first operation. He 
writes the man’s name on the ticket 
opposite the name. of this operation. 
The foreman also enters this job, its 
job number and the number of pieces, 
on a long sheet on which he records all 
the work done in his department. 

When this operation is completed, 
ihe material with the ticket is delivered 
io the foreman of the next department. 
Ile inspects it. If the material and the 
work previously performed are right, 
he signs the work sheet of the previous 
foreman opposite the entry of this job. 

In this way the material together 
with the work ticket passes through 
the necessary departments. 

When the job is finished, the work 
ticket the superintendent’s 
room and the finished goods to the ship- 
ping clerk. He receipts for it on the 
work sheet of the last foreman, looks 
it up on his duplicate order blank to 
see that it corresponds with the specifi- 
cations thereon, enters the goods in his 
stock book, and stores them in the 


goes to 


proper bins. , 

This system of inspeetion is of two 
kinds: First, the inspection by the 
foremen and the workmen, for each is 
responsible for his work on the order 
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and also for all that has gone before. 
If a piece is spoiled the man who is 
then working on the order and the fore- 
man of his department are both held 
responsible, even though the defect be 
due to some previous operation. This 
causes the foreman and the workman 
to inspect carefully the raw material 
before they take it, to see that it is 
right. In addition to this regular in- 
spectors inspect the work when it 
reaches certain definite successive 
stages. If they find everything right, 
they put their check in the proper col- 
umn of the ticket; if not, they enter 
the defective or broken pieces on the 
ticket and they are charged to the 
workmen. 


HOW THE FOREMAN'S WORK SHEET 
PERFORMS IMPORTANT FUNCTIONS 


The foreman’s daily work sheet, 
shown in Figure IIL, serves, as has been 
explained, as a receipt for the work de- 
livered from one department to an- 
other, and as a certificate of inspection, 
since no foreman is supposed to take 
over material which is in the least de- 
fective. This sheet has another more 
important function: Every night each 
foreman sends his sheet down to the 
superintendent’s office. From this 
sheet the superintendent knows exactly 
what is going on in the factory. He 
knows what each department is doing: 
how much work it is turning out; what 
kind of work each department and even 
each man is doing; and, what is of still 
more importance, he ean keep the out- 
put of the factory even, for one of the 
greatest problems in a large factory is 
keeping the different departments co- 
ordinate and harmonious. 

Tf the daily output of a factory is 
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S DAILY WORK SHEET 


ORDER No. | 


DESCRIPTION 
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Figure III; the foreman’s daily work sheet. This record serves as a receipt of work, a certificate of inspection, 


tracer of orders and as a daily r 


20,000- tools, each department must 
do its special work on the 20,000 
tools, no more, no less. If it fails, if it 
falls 5,000 short for a week, it will be- 
come swamped with work delivered to 
it by the department behind it, while 
the departments beyond will be out of 
work and must lay off, If, on the other 
hand, it overproduces, it will soon be 
idle snd the house will have money tied 
up in half-finished goods, Either even- 
tuality means inereased expenditure 
for each unit of output, for it is an 
axiom in manufacturing that an even 
output is the most economical. 

The superintendent glances over this 
daily sheet each morning and by re- 
ferring to those of previous days can 
find out whether his factory is running 
evenly. He ean compare one depart- 
ment with another and with itself, and 
can note how yesterday’s output com- 
pares with the output of the same day 
last week, iast month, last year. Je 
can see how much work each depart- 
ment has on hand, how much it is be- 


eport of the output of the factory 


hind or ahead, and further, he can 
remedy the fault. 

Finally, this daily sheet enables the 
factory office to keep track of the course 
of all orders. Bach day a clerk takes 
these sheets and posts on the duplicate 
order tickets filed in the office the oper- 
ations through which each order has 
gone. The superintendent can here dis- 
cover whether an order is proceeding 
too slowly and in what department it 
is being held up, and can see that it is 
pushed. ‘There is no chance for an 
order to get lost or sidetracked, 


HOW THE COSTS ARE FOUND BY THE 
USE OF A SPECIAL ORDER TICKET 


This system provides for no cost 
keeping. The management wishes to 
know, of course, the cost of everything, 
but if it makes a million of a particular 
kind of tools in a year in 100 differ- 
ent lots at 100 different times, there 
is no need of getting the cost each 
time. The expense would be heavy and 
it wonld necessitate some delay. But it 
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must get cost figures periodic- 
ally, generally three or four 
times a year, since the cost of 
manufacturing identical articles 
is sure to change in course of 
time, as the result of changes in 
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is passed through the factory on 
a special order ticket. This 


L 


ticket is made out as before, in 


triplicate, but the specifications, 
instead of being made in outline 


only, are analyzed in detail and 


the exact course of the work is 
marked out on the ticket. The 
ticket enters the factory and the 
same course is traversed as with 


the stock order ticket, except | workman: 
‘FOREMAN 


that the workmen enter the time 
each process consumes opposite 


their names. When ticket comes 


ack RELA OLOTIV, 2 =) GE Figure IV; the workman's daily time ticket. On this each work- 
back to the factory office, as it is man fills in the information by which the factory costs are found 


a soiled and torn wreck by this 

time, the amount of material with the 
price a pound, together with each work- 
man’s number and his hourly rate, are 
entered on a fresh ticket. The exten- 
sions are carried out and added. The 
totals give the factory cost, that is, the 
cost of the material and productive 
labor of the goods. 


HOW FACTORY COSTS ARE FOUND BY THE 
USE OF WORKMEN'S TICKETS 


In one of these two factories whose 
systems are here considered the cost is 
kept by means of workmen’s tickets. 
Each workman has a daily time ticket: 
(Figure TV) which he receives in the 


morning as he comes in. On this he 
records the work he does during the 
day, entering each job by the number, 
deseription of artiele and lot number, 
and, according as he is doing day or 
piece work, the number of hours or 
pieces. These tickets are handed in at 
the end of each day, after they have 
been signed by the foreman. 

These work tickets are made out for 
all work done, whether a cost is wanted 
or not, for they serve another purpose. 
Merely for the moral effect it is advis- 
able that the superintendent have a 
record of the exact work done by each 
workman. Tt is a means of comparison, 
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and the workman, knowing this record 
exists, will be more conscientious. Each 
man’s record need not be—in fact, 1s 
not—checked wp and posted each day. 
But it lies there open to inspection at 
any time. In case of piecework some 
form of work record is necessary to cal- 
eulate a workman’s wages, and this 
eard will fulfill this function also. 
Under this system, when a cost on an 
article or lot is wanted, it is only neces- 
sary to draw off from these work 
tickets the entries showing work on this 
job, and add them to the cost of ma- 
terial as shown by the shop ticket. 


HOW THE GENERAL EXPENSE ITEM IS - 


FIGURED IN COSTS OF PRODUCTION 


To the total productive cost of the 
article—labor and material—must be 
added the general expense and the sell- 
ing expense, in order to arrive at the 
final cost. The determmation of this 
item of general expense is one of the 
most vital questions in a cost system. 

The term, general expense, covers 
everything except actual material 
going into the product and the ‘pro- 
ductive labor. It includes officers * 
salaries, office expenses, all fixed 
charges, such as rent, taxes, insurance 
and depreciation, and all unproductive 
labor, that labor which is applied gen- 
erally to the upkeeping of the factory 
and the progress of the work, and can- 
not be applied specifically to any one 
job. Adding all these items together 
for the month or year will give the 
total general expense of running the 
plant for that period of time, The wage 
records will show the total expenditure 
for the produetive labor for this same 
time. By dividing this total productive 
labor by the total general expense, the 
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proportion which general expense 
bears to productive labor is found. 

To determine, therefore, the total] 
cost of an article, add to the materia] 
used and the productive labor spent 
upon it a percentage of the productive 
labor for general expenses. 

This general expense percentage is 
computed on the productive labor cost 
of an article rather than on its total 
cost, because the general expense 
varies more directly with the pro- 
ductive labor in an article than with 
the material in it. 

The percentage to be added for ven- 
eral expense is not determined anew 
each month according to the figure of 
that month, but it is an average of the 
percentages of many months and even 
years. It is not fair to charge to each 
month’s output the general expense of 
that particular month. Tt may vary 
for reasons entirely outside any strictly 
cost factor, hence the average over a 
long period of time should be used. 

The essential points in a good fac- 
tory and cost system would appear ic 
be these: (1) An absolutely accurate 
system of stock and stores; (2) exact 
Imowledge on the part of the superin 
tendent as to the work of each depart- 
ment and of the whole factory; (3) a 
system by which the superintendent 
can put his hands on any point and 
discover and immediately remedy a de- 
fect; (4) a system of receipts, by which 
everything is accounted for, by which 
the blame for defects can be fixed, by 
which every workman is an inspector 
and is watched; (5) a system by which, 
in the keeping of costs, a watch may 
also be’ kept on the amount and quality 
of work which is being turned out by 
cach workman and each department. 


Ill. COMMON SENSE MADE AUTOMATIC 
BY V. HUGO KALLMAN 


August 1, 1904. 

It is very kind of you to suggest that I 
write you a story postscript after each of 
my monthly reports. You seem to take as 
much interest in my yarns as did a man- 
ufacturer in whose office I was sitting last 
week. He was just considering a com- 
plaint largely due to the chaotic condition 
of one of his departments. 

“If I could only make those fellows use 
common sense,’ he fumed, “I could cut 
down complaint and friction in this busi- 
ness ninety per cent—and you can imagine 
what an effect that would have on the 
profits.” 

That was my chance and I cut in at once. 

“Now, without flattering, Mr. Davis,” I 
said, “you have good common sense.” 

“Well, I know it when I see it,” he ad- 
mitted. 

“Why don’t you then,” I asked innocently, 
“make your common sense serve the whole 
business—make it automatic?” 

“If I only could,” he said regretfully, as 
if it were an impossibility, “I could in- 
crease the dividends of this business 
$10,000 a year,” 

“You don’t seem to realize,’ I began, 
“toat if you have the brains and ability to 
do big things and to set the standard, it is 
merely a system you need to make your 
abillty and your common sense automatic 
throughout your business. I never thought 
of it that way before, but it is true that 
real method is common sense made auto- 
matic.” 

Then I went on to tell him about Camp- 
bell, who went broke on a scheme that later 
netted thousands. 

You know those buttons of all shapes and 


sizes with photographs printed upon them 
that were all the rage a few years ago? 
The man who first took that idea up didn’t 
make thousands, though. He was Camp- 
bell. 


A MAN WITHOUT SYSTEM WHO MISSED 
A FORTUNE. 

He worked it on the mail-order plan. Far 
and wide printers’ ink, subsidized by him, 
made known to the rural reader that his 
sweetheart’s face could be imprinted on a 
button and worn before the gaze of the dis- 
interested public. 

This was the height of the amateur 
photograph craze—he advertised for photog- 
raphers, painting in glowing colors the 
possibilities for making money on the side, 
after a month’s course of instruction in 
learning the process. 

Both sides bit. Every rustic swain in the 
country seemed to want to display “the 
only” face before an admiring world, every 
father wished his baby’s shapeless counte- 
nance always on his coat lapel. Instead of 
haying to install a lot of cameras and hire 
a force of snappers, he sent his work out 
to his “one month’s trial” pupils—for in 
the meantime they had been enrolling in 
scores. 

Things went along boomingly—too boom- 
ingly, in fact. The business got away be- 
yond Campbell’s ability to handle it. And 
then the swains and fond fathers began to 
write in to find out why the longed-for but- 
ton—and the original photograph—did not 
come back. 

But Campbell had scattered them so 
broadcast and his “memory system” kept 
such a poor record of them, that baby’s pho: 
tograph was not to be found. The ama- 
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teurs had evidently lost interest in ness 
ferring faces, and as Campbell made no in- 
quiries, nobody worried. But finally the 
complaints became so voluminous and 
threatening that he had to close up shop 
and efface himself. 

He had ability and common sense, buy 
he had no system by which to run his busi- 
ness. He did not make his common sense 
automatic. 

The little Dutch boy who three hun- 
dred years ago saved his cuuntry from the 
sea’s flood by stopping up with his own 
fingers the rush of the water through the 
little hole in the Leyden dike was simply 
using common sense, And that is all it 
needs to stop up any leak, whether on a 
river bank or in a business. 


HOW APPLIED COMMON SENSE DE- 
CREASED POWER WASTE 


I remember hearing of a new auditor of 
an interurban trolley system telling how 
he plugged up the leak in that business and 
transformed the annual deficit of his com- 
pany into a fat dividend. The first month’s 
reports of power used didn’t look good to 
him. Some parts of the line, some cars 
and some motormen were using too much 
power. His common sense told him that 
the variations were too large. So he spent 
his afternoons for a month riding around 
on the line. He iound that one motorman 
was wasting his power because he didn’t 
know tne Pushing value of momentum. 
Another one persisted in Tunning down 
into a valley with the brakes on and using 
up good power going up the other side of 
the ravine, instead of using the downhill 
Start; and so all along the line, When he 
was through he got out a series of instrue- 
tions and reports that made his common 
Sense automatic throughout the whole 
line; and every day after that many a mo- 
torman saved a big part in his wages in 
Power. 

When I see the Many little leaks in every 
business, commercial structures begin in 
my mind to take on the appearance of im- 
mense sieves. I heard last week of a $200 
a;month leak in a wholesale grocery house 
—somewhat unusual, but illustrative just 
the same. 
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WHEN CARELESS METHODS AND )pjs. 
HONESTY JOIN HANDS 


This concern had a salesman—an am)j- 
tious young chap—who owned a half inter. 
est in a little grocery house in one of the 
suburbs. He did all the buying for his 
store from the concern. One day the man- 
aging partner of the little store sent back 
some goods, asking that they be exchanged 
for another brand more in demand in his 
neighborhood. In order to see how old these 
goods were, reference was made to the back 
orders of the store. It was found that no 
such goods had ever been gold it. AS 
it was known to buy all its goods from 
this house, where it naturally was given 
very good terms, this incident aroused sus- 
Picion. 

The goods were exchanged, but a watch 
was kept on the young salesman—the part 
ner. One day, as was often his custom, he 
casually strolled into the shipping room. 

“This is the order for our little store, 
isn’t it, Jim?” he asked the shipping clerk, 
indicating a stack of goods piled on the table 

“Yes,” the shipping clerk answered, 

“Pretty big order we put in this week,” 
he said casually enough, running over the 
various articles, 

He sauntered in among the shelves anid 
Jim turned away to collect goods for an- 
other order, In a few moments the sales 
man was seen coming from the stock 
shelves with several bundles in his arms, 
which he added to his pile without Jim’s 
noticing it, and wandered out, 

This house had the usual unsafe single 
call system in its shipping room. When 
Once discovered it was, of course, easy to 
put in a system which ended this profitable 
Scheme. Like too many other remedies, 
medical and commercial, it wags only a cure, 
not a preventive. Business needs preven- 
tives. The best is common sense, made 
automatic and unfailing through system. 


HOW $6 WAS MADE TO DO THE WORK 
OF $120 


Last week 1 stopped up a hole in an auto- 
mobile factory, through which $720 a week 
Was flowing without anyone knowing it. 
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"The salesman was seen coming from the stockroom with several bundles in his arms" 


The “old man” at the head of this con- 
cern is a grouchy old fellow—just wise 
enough to keep still in order not to show 
how little he knows. When I went to him, 
he growled out this single encouraging re- 
mark: 

“Board of directors think we need shak- 
ing up. Don't believe you can save us a 
cent.” 

They have a cost system there which re- 
quires the workmen to fill in the time each 
job consumes on the work ticket. Each 
man works on a great many pieces in this 
shop, and I found, after close figuring, that 
each workman put in 15 minutes a day 
posting up his ticket. They employ 600 
men. 0 

T went to the chief. 


“You'd spend $6 to save $120, wouldn’t 
you?” I asked. 

“Sure, if you can point out the actual 
hard cash to me.” 

I took out my little set of figures. 

“You have 600 men in your shop. It 
takes them fifteen minutes a day to post up 
their work. Their average wage is twenty 
cents an hour. The posting costs five cents 
of productive labor per man. Your general 
and overhead expense here is high—300 
per cent. Add this to five cents. You pay 
twenty cents per man per day for posting 
work, or $120. Hire four clerks at $1.50 per 
day each, costing six dollars per day, to do 
this work.” 

“Yl give the order to the superintendent 
now,” he said. 


To keep in touch with the public the manufacturer must keep in touch 
with his salesmen. The map and tack system helps him to do this. 


This article explains to the smallest details how to conduct such a system 


By W. A. WATERBURY 


One of the most important features 
of an up-to-date office equipment in a 
business enterprise that employs travel- 
ing salesmen, that has a large number 
of selling agents or that does a more 
or less extensive mail order business, is 
a map-and-lack system. 

The business houses that use it regard 
it as indispensable. It isa geographical 
chart that, in a way, keeps the manage- 
ment of the business under the close su- 
pervision of someone in the main office 
who is responsible for its success. It is 
to the manufacturer or merchant what 
the train chart is to the train dispatcher 
—an indicator showing what is going on 
at every point of the system. 

Primarily the map-and-tack system 
shows in condensed form the territory 
covered by dealers, agents and travel- 
ing salesmen. It shows how to lay out 
a trayeler’s route and to follow him as 
he pursues it, keeping in constant 
touch with his work and knowing at all 
times what he is doing and whether he 
is making or losing money, 

Supplementary to this it tells at a 
glance where there is prospective trade, 
fields that have not been but should 
be developed, where collections are to 


be made, when advertising is producing 
the best results, and a hundred and one 
other points important or valuable to 
the business in one form or another. 

To a business that has a number of 
traveling or resident salesmen, or an 
organization of dealers and agents, ihe 
map-and-tack system offers advantacvs 
that cannot be reckoned in dollars ani 
cents. It has to be used to be appre 
ciated. 


THE NECESSARY EQUIPMENT FOR CON. 
DUCTING A MAP-AND-TACK SYSTEM 


Briefly described, the map-and-tack 
system consists of one or more cabinets 
filled with shallow drawers, mounted on 
the bottom of which are maps. Some- 
times a single drasyer is required for a 
map of a single state, sometimes a 
drawer will contain only a portion of 
a single state, sometimes two entire 
States, according to the character of the 
business and the money the user ean 
afford to put into the equipment. These 
maps show the towns, cities and coun- 
lies, together with the county and state 
boundaries and railroads of the country. 

Used in connection’ with these maps 
are tacks with different colored heads 
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and balls of different colored twines, 
indicating the different uses to which 
they are to be put according to the 
peculiarities of the business. 

This comprises the simplest form of 
a map-and-tack system. Probably no 
two business concerns use it in exactly 
the same manner. Different conditions 
call for different applications, and the 
equipment is supplied only for a foun- 
dation and may be regarded as the 
tools with which to do the work. 

The following outline of how I oper- 
ate the system will offer a comprehen- 
sive view of its application in a form 
so simple and practical as to be under- 
stood by anybody, and can be put into 
practice at any time without conflicting 
with other interests or branches of 
service. 


I will take as an example a business 
supporting fifty or a hundred travel- 
ing salesmen; a business handling and 
selling a marketable article that has a 
more or less universal demand from all 
parts of our country. In addition to 
the salesmen whom I have on the road, 
I have an efficient resident sales organi- 
zation consisting of dealers and agents 
who are under contract to handle my 
line of goods and who have, under the 
contract, exclusive territorial rights to 
the sales in their respective territories, 
where I cannot solicit trade or send my 
traveling salesmen. These exclusive 
agents are scattered, some controlling 
a single town or city, some an entire 
county and some a state. 


HOW A SYSTEM OF WHITE TACKS GOV- 
ERNS DIVISION OF TERRITORY 


As I have no right to operate in the 
territory of an exclusive agent, it is 
necessary that I should keep my travel- 


ing salesmen out of such territory, and 
in order to do this safely it is important 
that those exclusive territories should 
he so designated on the maps as to pre- 
clude this possibility. In giving an ex- 
clusive contract to a resident agent 
ov dealer the supposition is that it has 
been given for a consideration, whieh 
consideration usually is—in one form 
or another—ability to get for me more 
business or the same amount of busi- 
ness at less cost than I myself can get it 
through my own traveling men. There- 
fore, I must have some system for 
watching the territory that has been 
disposed of to know that its produetive- 
ness does not diminish under the con- 
trol of others. T’o do this I use white 
tacks. 

A white tack indicates an exclusive 
agent. If an agent controls a town or 
city, a single white tack inserted at 
that town or city on the map is suffi- 
cient. If he covers a county or greater 
territory, a line of white tacks follow- 
ing the county boundary lines or terri- 
torial limits, with a black string around 
the line of tacks and a white tack in 
the residence town or city, showing 
the territory covered by the exclusive 
agent and his permanent address. 

Following this same plan with tacks 
of other colors, the maps show at a 
glance all territory covered by ex- 
clusive agents. Ifa territory has more 
than one agent, two white tacks indi- 
cate the fact. 


HOW THE MAP SYSTEM IS AUGMENTED 
BY CARDS 


Tt is, of course, essential that there 
should be a way of knowing from an 
inspection of the map who an agent 
in any particular territory is. This in- 


) 
| 


244 


formation is supplicd by a card index 
and card shown in Fig. I. For this 
purpose a single drawer in a eard eabi- 
net subdivided according to states, 
cities and names will suffice. This card 
should appear under the city taeked in 
white and containing the name and 
address of the agent and a description 
of the territory which he controls. A 
duplicate ecard (Fig. II), containing 
only the name and address, should be 
kept in a separate place with the cards 
of all other agents arranged alphabeti- 
cally by names. 

By this duplicate arrangement one 
glance at the map shows certain terri- 
tory controlled by an exclusive agent. 
Reference to the first card filed under 
the name of the resident city shows 
who the agent is and the territory he 
controls. The duplicate card gives 
only the name and address of the 
agent. A reference to his other card 
gives his resident address and the terri- 
tory he controls, and reference to the 
map makes the information about him 
complete. 


HOW OPEN TERRITORY IS COVERED BY 
THE HOME OFFICE 


All territory not under exclusive 
agents is open territory and under the 
control of the home office and its travel- 
ing men. Before explaining the map- 
and-tack system as applied to them J 
will conclude with the exclusive agents 
by showing how the business is handled 
with them. 

The demand for the goods is created 
by one form or another of advertising. 
Whether it comes from magazine ad- 
vertising, newspaper advertising, cir- 
cular letters or other sources untrace- 
able, it is an indication of interest 
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and becomes a prospect for business, 
The map is immediately consulted and 
the town or city that furnishes the 
prospect is tacked with a black tack. 
The original inquiry is given a number 
in the upper right-hand corner, under 
which number ali future dealings or 
correspondence with that particular in- 
quirer is conducted. An index ecard is 
given a corresponding number, in the 
upper or lower corner, together with 
the name and address of the prospect, 
as shown in Fig, ITI. 

Correspondence pertaining to pros- 
pective business is not filed in the gen- 
eral office file until the inquirer has 
been sold, but is filed separately and by 
consecutive numbers; the number of the 
card acts as a guide to locate the 
correspondence when required. These 
cards as they accumulate are filed 
alphabetically by states, cities and 
names. 


THE FIRST OPERATION IN FOLLOWING 
UP A "PROSPECT" 


As soon as a prospect has heen 
opened up, the city tacked in black. a 
number given and an index ecard filled 
out, the party is addressed with circn- 
lar matter, prices and other necessary 
information, and two carbon copies of 
the communication are made. One 
copy is attached to the original com- 
munication for temporary filing and 
the other is forwarded with an appro- 
priate letter to the agent controlling 
the territory from which the prospect 
emanated. The original communica- 
tion is never gent to an agent, as the 
reply may usually be so worded as to 
enable him to understand the purport 
of the original inquiry from the copy, 
or in the event of inability to do so a 
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Figure I (top card) shows how the name and address of an agent, with a description of his territory, are indicated 
in the files by cities. Figure II (lower card) shows an agent's record from the general index of agents 


copy of the original may be attached 
to the agent's copy. 

The black tack remains in the map 
until the resident agent notifies the 
home office of a sale, when it is removed 
and a blue tack substituted, unless the 
ecards show other prospective business 
in the same city, when both blue and 
black tacks appear. The index card 
is marked ‘‘Sold’’ and is transferred 
to the back of all cards in that state 
in a ‘‘sold’’ compartment—arranged 
alphabetically with other similar ecards 
—and the correspondence, which can 
be located by the number on the card, 
is removed from the numerical file and 
transferred to the general file. 


Thus a city showing a black and a 
blue tack indicates business aceom- 
plished and work still to be done, and 
reference to the cards and correspond- 
ence and the ‘‘sold’’ cards show in- 
stantly the prospective trade and goods 
sold. A summary of the business done 
in any town can be kept on a card in 
the “‘sold’’ file, and is kept up to date 
as “‘sold’’ cards are transferred to the 
file. In this manner the amount of 
business done by any agent for any 
period of time can be ascertained al- 
most instantly. 

A part of this system that sometimes 
gives some annoyance is to induce the 
agent to notify me when he makes a 
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sale the prospeet of which I have re- 
ferred to him. Usually a complete un- 
derstanding of the requirements of the 
contract and the feeling of co-opera- 
tion and assistance which I am render- 
ing him are sufficient. A monthly 
statement of the sales he has made 
enables me to tack up my maps and 
add to my cards, giving me complete 
knowledge by my map-and-tack system 
of the business done in his territory. 
This shows in a general way the 
method of handling business through 
agents controlling exclusive territory. 


HOW OPEN TERRITORY IS COVERED BY 
TRAVELING SALESMEN 


I will now consider open territory 
which is operated through my traveling 
salesmen and which does not come 
under the jurisdiction of resident 
agents or dealers. This can, perhaps, 
be best illustrated in connection with 
Fig. IV, showing a section of the state 
of Michigan. 

I will suppose that this part of the 
state of Michigan has no exclusive 
agents, but is covered by my. traveling 
men, Doe, Brown nd Smith, routed 
from Chicago, the home office. I will 
take Doe as an illustration, as all tray- 
elers are being handled along the same 
general lines. For example, he travels 
from his temporary headquarters, Cold- 
water, consequently Coldwater bears a 
white tack. That this territory is not 
surrounded by tacks and a string indi- 
cates that it is under the control of the 
general office and is covered by one of 
my traveling men. Reference to the 
index card under “Coldwater, Michi- 
gan,’’ shows that traveler Doe is in 
charge. I find black tacks in numerous 
towns and cities scattered throughout 
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this section of the state, and go to the 
index eards to obtain the numbers of 
the correspondence in the numerical 
file, to enable me to analyze the pros- 
pective business and lay out a route 
for him to follow, as there may be some 
prospective business that does not 
justify traveling expenses, and this will 
be solicited by direct correspondence 
from the home office. I must arrange 
his route so that he will not come in 
conflict. with Brown, who operates from 
Eaton Rapids, and other travelers in 
contiguous districts. I substitute plaid 
tacks for black ones in towns where I 
have prospective business which | de- 
sire Doe to visit on the present trip. 
Examination of the railroads and cross- 
ing and junction points gives me the 
following route: Coldwater to Sturgis, 
Three Rivers, Schooleraft, Kalamazoo, 
Richland Junction, Allen, Monicith, 
Wayland, Grandville, Grand Rapids (a 
purple tack in Grand Rapids indicates 
special business; reference to the index 
card shows it to be an important col- 
lection and all papers connected with 
same are in the possession of the credit 
department, waiting to be called for), 
Middleville, Hastings, Nashville, Chav- 
lotte, Battle Creek (purple tack, collec- 
tion), Marshall, Albion, Homer, Han- 
over, Addison, Jackson, Manchester, 
Tecumseh, Dundee (which extends be- 
yond the limits of the map shown on 
the illustration), Adrian, TIudson, 
Jonesville and home. 

I now take two strings, red and 
green, and tie them to the Coldwater 
tack, looping the red around the tacks 
In the order above named, until I reach 
Jonesville, the last town before reach- 
ing home, where the string ends. This 
shows the route taken. The object of 
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Figure III (the top card), the "prospect" card, bearing the name and address of a possible customer. Figure V (the 
bottom card) shows the address record of a salesman on the road 


having the string end at Jonesville is 
to avoid confusion, as one examining 
the map might assume Doe went in the 
other direction if the eirele of the 
string was completed to Coldwater. The 
green string is also tied to the Cold- 
water tack, but is left loose. As soon 
as Doe clears the first town (Sturgis) 
he notifies the home office by wire (or 
mail if he is traveling slowly) and the 
green string is looped around the 
Sturgis tack, and so on during his 
complete route. A glance at the map 
will always show the last town cleared, 
therefore the next town is the place 
where he can be reached by wire or 
letter if necessary. 

By following this system, no matter 
how many travelers I have out, I am 
always in constant touch with them 
and can reach them quickly by wire 
or letter, 


HOW COLOR SCHEMES INDICATE THE 
BUSINESS VALUES OF TERRITORY 
Of course, it is important that notices 

of a departure from any town should 
be immediately recorded on the map 
with the loose string as soon as re- 
ceived. Reports of the business trans- 
acted and sales made are sent in to the 
home office daily and the records are 
handled along the general lines already 
explained. 

This plan is intended to cover the 
movements of Doe, who travels rapidly. 
In the case of a traveler moving more 
slowly the mail may be utilized instead 
of the telegraph for notifying the home 
office. In this case, as much notiee in 
advance of time of departure as is 
practicable should be given. The nature 
of the work will determine which sery- 
ice is necessary to use. 

As fast as a town is cleared and the 
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correspondence, reports and orders sent 
in, if unfinished or prospective business 
remains the black tack is restored. If 
all business is cleaned up and there is 
no further necessity for returning and 
orders have been taken a blue tack is 
substituted for the red. A town may 
bear a black and a blue tack—indicat- 
ing prospective business and sales con- 
summated. I soon find the territory 
dotted with blue tacks and the maps 
show where my business is coming 
from. <A preponderance of black tacks 
and a scarcity of blue in territory 
regularly and properly traveled indi- 
cates weak representation or an unpro- 
lifie field and attracts my attention. A 
change of representatives may alter the 
situation or failure to get a satisfactory 
business may be due to causes needing 
careful study. 

This may at first appear.a compli- 
cated system burdened with laborious 
detail and requiring a considerable 
amount of clerical assistance to keep 
up. As a matter of fact, it is very 
simple. It clears itself up as one gets 
into it, and a few moments each day 
regularly applied is sufficient to keep 
it moving like clockwork. 

Another useful purpose served by a 
map-and-tack system is to indicate 
where the money spent on advertising 
is attracting the most attention and 
producing the best results. Of course 
every large business enterprise which 
advertises extensively keys its adver- 
tisements, or has its own way of ascer- 
taining from what advertisement any 
business emanates, so it can be credited 
to its proper source. The thickly 
dotted sections of black tacks in any 
part of the country indicate the in- 
terest that has been ereated. Reference 
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to the index ecards and correspondence 
shows the source of inquiry and will 
determine where the credit belongs and 
the value of the advertising medium. 


HOW THE HOME OFFICE KEEPS IN TOUCH 
WITH TRAVELING SALESMEN 


For locating a traveling man who is 
moving over a tacked route, as for in- 
stance Mr. Doe, reference is had to his 
card in the index file under ‘‘Cold- 
water.’’ Previous to his departure 
from a town or city he wires his time 
of departure and his hotel or mail ad- 
dress in the next town, sending this 
information as far in advance of his 
departure as practicable. If circum- 
stances will permit, this information 
may be sent by regular mail. As soon 
as it is received the time of departure, 
date, name of the next town and mail 
address are recorded on the card, which 
is available to anyone who has occasion 
to communicate with him. Fig. V 
shows the form of card used for this 
purpose. It indicates, for instance, that 
salesman B. F. Jones left Carlinville 
July 11, 6:30 p. m., and he should be 
addressed at Ross House, Hagaman, un- 
til another notice arrives. In the case 
of a traveler moving too rapidly to 
permit the use of his departure notices, 
the local address in the different towns 
should be ascertained and recorded on 
the cards in advance. 

Another colored tack may be inserted 
alongside a red one in any town or city 
along the route when it is necessary to 
address a traveler at a certain place. 

Adoption of the system will suggest 
various uses for the tacks as one be- 
comes familiar with the plan of opera- 
tion, and the map-and-tack system 
once installed will never be abandoned. 


ORGANIZING - AN: ADVERTISING - DEPARTMENT 


a 
2 Des mere 


Big losses leak out through many small cracks; big profits flow in through many 


small openings. 


This article tells of some of the devices which will pre- 


vent many little leaks and bring many little profits in the advertising department 


By HELEN MAR SHAW 


The natural course of events in the 
development of an advertising depart- 
ment will include such appointments as 
are necessary, and should also include 
all labor-saving devices that will 
simply work. 

One of the first essentials in the oper- 
ation of the advertising department is 
alertness to opportunities and seasons. 

These opportunities may often be 


anticipated. Especially in lines of 
business where similar conditions 


recur, year after year, preparations 
for a season's campaign must be begun 
far ahead. ence everything in the 
way of literature and designs should 
be so prepared that when the season 
opens, the advertising department will 
be in readiness. Lists must be pre- 
pared, systems for handling Inquiries 
definitely outlined, and the whole plan 
of campaign must be so completely 
mapped out that operations will pro- 
ceed as smoothly, at the word, as a ma- 
chine started in motion by the electric 
button. 

This simile may be carried still fur- 
ther, for in the modern well-organized 


business, even as the engine turns the 
wheels of the whole manufacturing 
plant, so the operations of the well 
planned advertising and sales depart 
ment will actually be responsible for 
the success of the whole house. 

Even when the campaign is mapped 
out beforehand, however, added zest 
may be given by the introduction of 
some cireular or letter apropos of some 
unlooked-for incident—the receipt o! 
a very large order, a sudden change in 
prices, an enlargement of the plant. 
The suecess of these ‘“‘extras’’ often 
depends upon their publication at the 
opportune moment. The advertising 


department should, therefore, be 
equipped io meet the added | 
duties promptly, without interfer- 


ing, seriously, with regular work. 
The versatile advertising manager 
will see and, in fact, will be able to cre- 
ate these extras, all through the sea- 
son, especially if he is working in close 
touch with the sales manager. Letters 
from salesmen on the road gathered 
from some observed move of a ecompet- 
itor, or from some suggestion or erit- 
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icism of a customer, will often furnish 
the needed suggestion. Ideas emanat- 
ing from the latter sources especially 
eall for quick action and if systems and 
equipments are right in the advertising 
department, the whole trade may be 
reached in a day or two, with some 
bright idea that will promptly flash 
back the desired orders. 


HOW THE DEPARTMENT SHOULD BE 
EQUIPPED FOR PROMPT WORK 


In order to successfully cope with 
the extra and the regular business, the 
advertising department should be able 
to issue bulletins at short notice and to 
get them out of the house almost be- 
fore they are dry. Announcements 
that need not go to the printing press 
may be run off in the department, upon 
any duplicator which produees neat 
work. ‘The letters or announcements 
thus prepared, slipped between blot- 
ters, as they are run off, and then put 
into a letter press, are ready to fold 
in a half hour’s time. 

While the bulletins are being pre- 
pared, the envelopes to contain them 
may be addressed and any circular 
matter to be inelosed with them may 
be folded and neatly stacked. 

Just a word about the inclosing of 
literature. Bone folders should, of 
course, be used in folding, both for the 
sake of speed and for cleanliness. 
Creasing with the fingers should never 
be allowed. It does not produce as 
neat a fold and soils the circulars. It 
is a lazy way. The office boy may soon 
become expert as a cireular folder and 
his spare moments may thus be profit- 
ably occupied. Between errands he 
sits down at the folding table and just 
here may be laid the foundation for a 
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good “‘advertising man.’’ He folds the 
circulars straight, he folds them always 
the same side out, he lays them on the 
stack always the same side up. It is 
just as easy to do it right, and time 
will thus be saved at the inclosing 
table, where circulars should aly yays be 
inclosed in the same order, and so in- 
serted, in relation to the letter, that 
they will appear to best advantage 
when the letter is opened. If it seems 
petty to consider such small details, no- 
tice the inclosures in the mail to-mor- 
row morning, and notice how much 
more inclined you are to read the ones 
that come out right side wp, with some 
attractive line of type or illustration 
to catch your eye, than the ones that 
fall out bottom side wp, or stay in the 
envelope altogether, or present a blank 


“surface to your view, with the printed 


message having been carefully folded 
inside. 

To be sure that the circular comes 
out, with the letter, and does not re- 
main in the envelope, care should be 
taken, at the inclosing table, to slip the 
circular matter into a fold of the letter 
and then to insert the whole in the let- 
ter in such a manner that when the let- 
ter comes out, the circulars must come 
with it. More time is required to tell 
all these things than to do them. In 
fact, the more uniform the method of 
operation, the more rapid the clerks 
will become in doing what becomes an 
automatic act. A little experimenting 
by the advertising manager or a com- 
petent assistant will be well repaid by 
the neatness with which cireulars will 
be folded and inserted, and by the 
rapidity with whieh the work can be 
done, when some system and a little 
care is observed. 
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HOW FORM LETTERS SHOULD BE AD- 
DRESSED 

Addressing of envelopes for all list 
work is best done on an addressing 
machine, for several reasons. One is 
that liability of errors is much less 
than when the addressing is done, 
either on the typewriter or by hand, 
from cards. By the latter methods, 
names or towns are frequently mis- 
spelled, causing delay in transmission 
and loss of postage, or two cards are 
sometimes turned together, causing a 
name to be skipped. In addressing 
from the cards, moreover, classification 
cannot be as minutely or as accurately 
done as by the addressing machine. 
The latter makes it possible to have the 
addresses grouped in most convenient 
subdivisions, according to lines of busi- 
ness, that literature may be sent to 
some and not to others, or to certain 
parts of the country only, without the 
slightest inconvenience in picking out 
the desired parts. 

Some houses that have several 
grades of market quotations subdivide 
their lists on the addressing machine 
according 10 the prices given. All 
these classifications in the machine lists 
do not in the least conflict with the 
general classification by states and 
towns, in which all the cards are 
arranged in one file. Should it be nec- 
essary to change a name from one 
group to another, on the addressing 
machine, or to insert or remove names, 
their location in the addressing ma- 
chine is instantly determined by the 
information as to the line of business 
or other information given on the index 
card in the general file. 

It is worth while to repeat, there- 
fore, that for convenience in sending 
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certain bulletins or literature to certain 
lists, and for accuracy in doing this, no 
method yet known is equal to the ad- 
dressing machine, which allows of all 
desired subdivisions and  elassifica- 
tions. 


HOW TIME IS SAVED AND MISTAKES 
AVOIDED 


It is important, however, that the ad- 
dressing machine lists should be kept 
strictly up to date, and in perfect har- 
mony with the general card index. 
For this reason it is best that the lists 
and classifications of the addressing 
machine be always made out and 
changed by one person only. This 
should be done by the saine clerk whose 
duty it is to operate the ecard file, make 
out the new and remove the old cards 
and change the notations upon them. 

Previous articles in this series have 
indicated the importance of holding 
one person responsible for the latter 
work. When changes occur in the card 
file, these changes must be noted in the 
addressing machine at the same time 
and by the same person; this at least 
minimizes the probability of errors. 
All clerks ave human, and are sure to 
make an occasional mistake, but every 
effort should be made to keep these 
mistakes as few in numbers as possible. 

When the bulletins or literature have 
been prepared, the inclosures folded 
and the envelopes addressed, perhaps 
simultaneously, all at last find their 
way to the inelosing table, Here, in 
systematic order, they are inclosed and 
the envelope flaps tucked in, or the en- 
velopes, with inclosures made, are sent 
to the mailing desk, to be run through 
the electric sealer at the rate of five or 
ten thousand an hour. Then, with the 
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stainp attached, they are consigned to 
the postal authorities and started 
toward their destinations, 


SOME DEVICES THAT HELP THE ADVER- 
TISING DEPARTMENT 


Some other devices which greatly 
aid operations in the well-organized ad- 
vertisng department are the proof 
press and the paper cutter. 

The press proof is especially valu- 
able to manufacturers who issue expen. 
sive catalogues of fine goods, as it often 
saves the cutting of a catalogue or the 
sending of the entire book when infor- 
mation regarding one article only is 
desired. A proof of the eut can be 
made and the prices entered below it 
with very little trouble. Also, when 
new designs are created or new goods 
added to the line, salesmen and agents 
may be supplied with advance sheets 
very easily, by ‘‘pulling’’ the proofs, 
on the proof press, and writing the 
lists underneath. 

In operating the system of keeping 
cuts, outlined in a previous article, the 
proof press is almost indispensable. 
The engravers’ prices for proofs, to- 
gether with liability of damaging cuts 
in handling, make proofs expensive un- 
less the proof press be a part of the de- 
partment’s equipment, when it will be 
found a valuable aid. For the cut sys- 
tem mentioned, proofs may be made by 
the clerk who has charge of the cuts. 
These proofs may be pasted upon the 
backs of their respective index cards, 
and are thus made to serve in identify- 
ing euts looked up in the index. 
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In catalogue making, also, the proof 
press will be found almost invaluable 
for pulling proofs of cuts, in making 
up pages for the printer as they are to 
appear. 


HOW SOME BUSINESS HOUSES SAVE 
MONEY BY A PAPER CUTTER 


The paper cutter is also used much 


~ and often, not only for cutting sheets 


to be used in the proof press, but in 
making up scribbling pads. This is 
possible only when the paper cutter is 
in the house. If the scribbling pad 
item for a year be looked up, the dol- 
lars it represents will often be surpris- 
ing. Perhaps they would pay for a 
cutter. ‘ 

For making these pads, void sta- 
tionery forms almost always furnish 
an ample supply of paper stock, often 
good bond, and much better stock than 
would be purchased for the purpose. 
The strawboard backs of used sta- 
tionery and house forms furnish the 
needed backs for the pads, and the only 
current expense is the padding gum, 
which is a small item. The stationery 
boy will find time to make pads in odd 
moments, and the cost of seribbling 
blocks is therefore reduced almost to a 
cipher, to say nothing of the fact that 
the pads are better and can be made 
in any size desired. Some houses 
almost supply themselves with small 
pads by cutting up envelopes received 
in the day’s mail, throwing out the 
backs and using the inside of the fronts 
for scribbling surfaee—and they are 
pads of neat size. 


Methods by which the time and labor in the han- 


dling of out-of-town items of a bank’s business 


can be reduced and accuracy and dispatch gained 


By THOMAS JANSEN* 


How to handle out-of-town items 
safely and economically has caused no 
little concern to those connected with 
the transit and cash letter departments 
of our great city banks. Many of the 
methods in vogue years ago are now 
obsolete, many radical changes having 
taken place during the last decade, and 
the introduction of adding machines 
and typewriters has greatly simplified 
the methods used in this department of 
banking. With the introduction of 
card systems the manner of handling 
transit items in the offices of many of 
the modern banks has been entirely 
changed. As an example, a descrip- 
tion of the system of the National Bank 
of the Republic is of interest. 

Each morning the -department man- 
ager checks all remittances. unless the 
work be heavy (as is often the case on 
Mondays and following a holiday), 
when his assistant is also engaged, as 
the volume of letters received re- 
quires their united efforts to check out 
payments in time for the morning 
clearings. When using bound books, 
or loose-leaf systems, it is customary to 
assort remittance letters in alphabet- 
ical or numerical order; in fact, it is 
necessary to conform to one or both of 

*Copyright, 1904, by Thomas Jansen. 


these arbitrary requirements. If they 


are not observed, the result is scattered 
payments, involving the twning and 
searching of many pages in order to 
locate and cheek a hidden record. ‘This 


necessarily prolongs the time required 
for ‘“‘paying off,’’? and is one of many 


causes of differences in a departinent 

Frequently a collecting bank when 
remitting neglects to report by muuher 
or date, which further complicates mat 
ters for the elerk in charge. When 
using cards, these precautionary meas- 
ures may be ignored, and all letters 
may be checked in the order in which 
they are received, regardless of date, 
number, or alphabetical arrangement. 
A transit clerk who has handled bound 
books, and loose-leaf records subse- 
quently bound, will appreciate this con- 
venient and time-saving method, and 
will, as the day’s work progresses, note 
why it is not necessary to waste time 
cach day in assorting letters before 
marking off the records. 


A SIMPLE REMEDY FOR ERRORS _ IN 
CHECKING REMITTANCE LETTERS 


A large percentage of errors and con- 
sequent differences in ‘‘transit,’’ as 
well as in the “‘morning mail,’’ is the 
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in the day, compares his total with the 
eross-entry sheet prepared by the de- 
partment. 

Now that all remittances have been 
checked, an operator of the adding ma- 
chine collects the transit letters and 
writes the sheet referred to. It is a te- 
dious operation when written with pen 
or pencil, as the result is in a great 
measure dependent on the temperament 
of the elerk engaged. With mechan- 
ical appliances especially adapted to 
the work in hand, it seems strangely 
inconsistent to cling to those methods 
which, taken at their best, are unre- 
liable, and tend to complicate and con- 
fuse. The operation of mechanically 
writing cross-entry sheets is simplicity 
itself, and though the letters from 
which they are written are handled 
three times, necessitating as many dif- 
ferent operations, yet in competition 
with hand-written methods, definite re- 
sults may be obtained in much less 
time, and with far greater accuracy, as 
the necessity for footing, if out of bal- 
ance, is obviated. Figure II illustrates 
how the sheet appears when completed. 

Amounts of all payments, or checks, 
are first written; a second handling of 
the letters includes the listing of ex- 
change charges; the third operation 
embraces the writing of totals to be 
eredited to transit account. An out- 
going proof is written at the comple- 

_tion of the day’s work, and reveals the 
totals of each letter. his sheet. as 
well as all records and. duplicates 
thereof, is then given to the manager 
of the department. As a check on out- 
going letters, and also for the purpose 
of finding out if that portion of the 
work is in balance and if the records 
listed thereon have been delivered—thoe 


transit teller cheeks them and compares 
aggregate totals with entries reflected 
in the general ledger. This list is 
usually checked while the cross-entry 
shect is being written. (See Figure I.) 


HOW THE BANK RECORDS ARE FILED 
FOR REFERENCE 


The records, delivered in alphabet- 
ical and numerical order, are now dis- 
tributed in a vertical file, provided 
with numerical indices corresponding 
to the days of the month, where each 
day’s work is separately filed. .A sur- 
prisingly small space will serve to hold 
live or unpaid records; a drawer fifteen 
inches deep provides working and filing 
space sufficient for thousands of letters. 
A supply of indices conveniently ar- 
ranged permits the separate filing of 
two, three, four, six and eight day 
paper; provision may also be made for 
the separating of par items from those 
on which the usual (and special) rates 
of exchange are charged. Records 
may be filed by states or groups ol 
states; in fact, the transit clerk may 
arrange them in almost every conceiv- 
able manner. 

When using bound books. it is neces- 
sary to assort remittance letters before 
“checking’’ or “‘paying off.’’ Not so 
with the cards. The work is in full 
view and always before the operator; 
consequently the time so occupied may 
also be usefully employed in ‘‘paying 
off”’ the greater part of the day’s ree- 
ords. 

An all-important feature of the card 
system, and one of the most valuable, 
is the withdrawing of the records them- 
selves. These are afterwards listed 


with the adding machine, the list re- 
flecting cach payment, and, for obvious 
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Figure 1; the transit outgoing record proof from which the copies and records of outgoing letters are checked and proofed 


reasons, written in the same order as 
checked. A positive daily balance is 
thus assured. (See Figures II and 
III.) Heretofore it has been imprac- 
ticable to obtain daily or weekly bal- 
ance unless a schedule of unpaid or live 
records was written—and when using 
large bound books the list must be 
hand-written, which is a necessarily: 
slow and unreliable operation. 


HOW TYPEWRITING MACHINES ARE USED 
AS SHORT CUTS IN BANKING 


The National Bank of the Republic 
is using typewriters in its cash letter 
and transit department. Four ma- 
chines are required to handle this busi- 
ness, the young women operators re- 
cording a large number of checks and 
drafts daily. The saving of time and 
expense in the department has been 
very noticeable. Triplicate transit 
forms are used, embracing a letter, car- 
bon copy, and permanent record. ‘The 
last two mentioned are placed in sepa- 


rate files. Forms 6x8 inches in size are 
more generally used, although letters 
12x8 inches may be advantageously 
written and, when folded, placed with 
smaller records. (Fgure IV.) 

Aided by “daily bread,’? referred to 
in the June number of this magazine, 
a teller’s assistant will assort all 
items and address envelopes, after- 
wards handing them to the typewriter 
operators to be recorded. Forms with 
printed numbers are supplied when 
writing the first run of entries, and the 
records when completed are turned 
face downward, thus being in alphabet- 
ical and numerical order. Subseauent 
items may be written on the same 
forms, and new records interleaved 
with previously written letters, by us- 
ing those forms printed without num- 
bers, the omission being supplied on 
the typewriter. The same number 
may be repeated twenty-six times, if 
necessary, by using check letters, with 
the resultant alphabetical and numer- 


te 


258 


ical arrangement so much. desired. but 
still denied to those using other 


methods. 


HOW TRANSIT IS WRITTEN AND PROVED 
IN THREE SECTIONS 


Transit is written and proved in 
three sections, or runs, viz., a morning’s 
mail is first written or 
recorded on the type- 
writer, and subsequently 
proved by the adding 
machine. Hach amount 
is listed, and when all 
are proved, the aggre- 
gate is carried as a total 
for the balance of the 
day. When writing and 
proving a second section, 
or run, additional entries 
may be ineluded in a pre- 
viously written record, 
though items reflected in 
a former balance are ig- 
nored, as the operator 
lists only such amounts 
as are part of the proof 
under consideration. This 
may possibly seem con- 
fusing; it requires only a 
short time, however, for 
the letter-writers to be- 
come proficient in this 
work, and to distinguish 
items affecting separate 
runs. In the meantime dividing or 
distinguishing marks are employed. 

After the last run of the day the 
bank’s messengers detach the first 
sheet or letter from all forms as quickly 
as written, and enclose the letters with 
the items they describe in envelopes 
ready to be mailed. ‘Transit records 
are footed but once—at the completion 
of the day’s work—the teller’s assist- 
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ant following the machines, and foot- 
ing them, When the last letter has 
been written totals are listed, and when 
completed constitute the coneluding 
balance for the day. A noticeable sav- 
ing of time will result from following 
the machines as indicated. It is not 
unusual for an entire day’s letters and 
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Figure IV; the triplicate transit form, embracing a letter, carbon copy and 


permanent record 


items to be loused in envelopes, sealed. 
stamped and on the way to the post- 
office, before the day’s balance is ascer- 
tained. Conditions heretofore were 
very different, as it has been necessary 
to wait until a day’s work was in 
balance before enclosing items. This 
frequently caused delay in delivery at 
the postoffice, and a loss of one day in 
time and interest. 


_ 


THE WORK OF THE TRANSIT DEPARTMENT 


THE VALUE OF THE OUTGOING PROOF 
SHEET AS A PERMANENT RECORD 


The outgoing proof sheet becomes a 
part of the teller’s permanent record. 
Should one or more live letters be lost 
from the files, this sheet will be the 
means of definitely determining 
amounts of missing records, as it is 
not probable that its companion form— 
the duplicate record, or tracer—will 
also be missing, as it is filed separately. 
The duplicate record, or tracer, is very 
handy to have within reach, particu- 
larly when undergoing examination, as 
will be attested by those familiar with 
the requirements of the National Bank 
Examiner. Its usefulness in other 
directions has also been demonstrated, 
and it is now considered a prime 
requisite, although at first frowned upon 
and thought altogether unnecessary. 

When a day’s records have been paid 
and proved, they are stamped and 
assorted according to date when sent 
out, and subsequently filed in eard- 
board transfer cases. No attempt is 
made to arrange them alphabetically or 
numerically. Experience has demon- 
strated that a paid item is seldom, if 
referved to, and if a question 
should arise, it generally applies to an 
uncollected item, or to one paid a few 
days prior to the date of inquiry, in 
which event reference may be had to 
the duplicate records, which remain in- 
tact and are kept thirty days, or 
longer, if deemed necessary, before 
being destroyed. 


ever, 


A METHOD FOR BALANCING TRANSIT 
DAILY INSTEAD OF WEEKLY 
With few exceptions, transit, when 
written in registers, is balanced each 
week, and it is with apprehension that 
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a schedule of outstanding items is pre- 
pared. Perhaps our friend responsible 
for the work in charge would strike a 
balance at the first trial—and perhaps 
not—not generally being the winner, 
and followed by one or more evenings’ 
work to recheck a mass of overworked 
records. 

Conditions, however, have undergone 
a radical change. The work in this de- 
partment is now positively balaneed 
each day, the method here deseribed re- 
quiring less time and effort to accom- 
plish desired results. One familiar 
with these details will undoubtedly re- 
call the many nerve-wrecking hours of 
extra work to recheck a schedule, and 
often an entire week’s records. With 
nine months’ practical experience in 
handling the ecard system, the transit 
manager of this bank, Mr. C. V. Raiser, 
has not carried a difference of any 
amount whatsoever, nor has anyone 
connected with the department worked 
an evening. 

Prior to the introduetion of the ecard 
system, six clerks were employed in this 
department, as the letters were hand- 
written. An inereased volume of work 
of about twenty per cent is now han- 
dled, and only four clerks are engaged. 
All records and letters are now type- 
written—a record possibly duplicated, 
but certainly not excelled. The work 
is so arranged that a clerk in charge 
cheeks remittances and “pay off,’? and 
all schedules and proofs are written by 
his assistants. There is therefore 
ample time to trace past due and un- 
paid records, and to maintain a check 
on a department which, governed by 
methods now generally in vogue, re- 
quires the services of a large force of 
clerks, 


Oe! _ ee 


time in 


What was that little kink in your factory sys 
tem that bothered you yesterday, Mr. Manufac- 
turer? What was that hitch in your oflice 
that vexed you last week, Mr. Professional Man? 
What was the cause of that delay in one of your 
departments a few days ago, Mr. Retailer? 

To every business man—to every mannfacturer, 
every storekeeper, every banker, every professional 
man—problems of office, store or factory manage- 
ment will always rise. What details of your 
work trouble you? What point annoys you—what 
vexatious duplications or omissions bandicap your 
office or factory? 

No matter what your work, your business sys- 
tems need occasional revision; new conditions 
arise, new difficulties must be overcome, new 
classes of goods or of customers must be handled, 


A SHORT CUT IN THE VERTICAL FILING 
OF CORRESPONDENCE 


In handling any extended correspondence 
in a business in which letters must be de- 
livered from the files to a number of cor- 
respondents, difficulty often arises from the 
fact that letters wanted by one individual 
are in use by another. That the exact lo- 
cation of any correspondence—in or out of 
the files—may be at once found, the follow: 
ing method has proved valuable: 

Correspondence is drawn under requisi- 
tion. This is a small slip, on which are en- 
tered the date, name and address of the 
writer of the letter and the name of the 
person to whom such correspondence is to 
be delivered. The slip also contains the 
date of each letter wanted. 

When this slip is received by the filing 
clerk, the correspondence wanted is re- 
moved from the file. If only a part of the 
letters in the folder is requested, the slip 


SYSTEM'S experts will simplify your 
perplexities and solye your problems, 
sparing neither pains nor patience nor 


the interests of our readers 


the demands of a larger or smaller business must 
be met. Don't let the vexatious details of your 
work take up your time and patience—write to 
SYSTEM'S experts. Your subscription to SYSTEM 
entitles you to a numbered certificate that gives 
you the privilege of consulting our experts as 
long as your subscription continues. They can 
give you practical suggestions and advice—sug 
tions for saving time or space or money—advicc 
that will teach you the difference between red tape 
and system. 

Send us a description of your difliculties—of the 
annoying commissions or omissions that handicap 
your work—enclose the numbered certificate that 
was sent to you when you subscribed, and learn 
to-day the “short cuts’ that will save you tim 
and money to-morrow. 


is dropped into the folder and the letters 
are forwarded to the correspondent who 
calls for them. 

If anyone else wants these letters in the 
meantime, when reference is made to this 
folder the requisition slip, which has al- 
ready been honored, is found in place of 
the missing correspondence. This shows at 
once where the letters are, and enables 
the filing clerk to have them forwarded. 

When all letters in the folder are re- 
quested, the folder itself is sent to the cor- 
respondent. In this case a folder of some 
strongly contrasting color, such as red, if 
the remaining folders in the file are of 
manila, is dropped into the place of the 
folder that has been removed. The requisi- 
tion slip is placed in this colored folder. 
If reference must be made to this folder be- 
fore the correspondence is returned, the 
color of the folder substituted attracts at- 
tention at once, and thus facilitates refer- 
ence, as the requisition slip therein shows 
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ANSWERED BY EXPERTS 


the locality of the eutire correspondence, 
Furthermore, the employment of the col- 
ored folder guards against continued ab- 
sence from the files, since the color attracts 
attention to it and enables the filing clerks 
to follow up any correspondence which has 
been retained an unnecessary time, 


A SYSTEM OF STOCK-KEEPING IN A 
RETAIL HOUSE 


The index of a retail stock is readily pro- 
vided for by using a form, as Figure VI, 
One of these forms is made out for each 
article carried in stock and is filed under 
special guides dividing according to classes. 
Back or each Class, guides of smaller subdi- 
vision index by article. 

The cards should be filed so as to pro- 
vide a complete record of purchases, It 
thus becomes a valuable guide in order- 
ing, since a glance at this card shows what 
quantities have been required previously 
for definite periods. The supply ordered 
may therefore be kept close to the probable 
requirements for the period following, 

At the top of the card the location of the 
article in the store is noted. A column is 
further provided in which the selling price 
is indicated. When a miscellaneous stock 
is carried, this price indication is of special 
importance, and in any case is of the great- 
est value for new clerks and as a reference 
for old ones, A moment's reference to this 
file shows just where the article is located 
in the store, together with its selling price. 
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If stock is not all carried on the shelves, 
the remainder should be under perpetual 
inventory. The cards are ruled to provide 
not only for a tecord of receipts, but of 
disbursements. When stock is to be sent 
from the warehouse to the shelves, it is 
drawn under requisition and the amount is 
posted to the proper card. This shows at 
all times the quantity in reserve and enables 
the stock to be kept at a normal, both on 
the shelves and in the wareroom. 


A SYSTEM FOR KEEPING INTERHOUSE 
PROMISES 


In most up-to-date houses to-day few or- 
ders are given by word of mouth and few 
requisitions or requests are made person- 
ally. Such things are now done in writing 
and carbon copies are kept by the sender in 
order to check up the person he has “requi- 
sitioned.” 

It often happens that an order, request 
or requisition made, cannot, for some rea- 
son, be carried out at once. It is implied, 
however, that the person addressed will at- 
tend to the matter within a certain time. 

When there is no definite date for the 
consummation of such an affair, it is apt to 
slip the mind, both of the inquirer and of 
the one called upon. To avoid this a iarge 
manufacturing house has inaugurated a sys- 
tem of promises. Whenever an order, re- 
quest or requisition is made by one person 
in the house upon another, and when this 
cannot be carried out at once, the person 


igure VI; a stock record for a retail store; one of these cards, showin 


g all necessary information, is made out 


for each article carried 
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called upon makes out a regular blank 
form, stating when he will do or deliver 
what the inquirer wants. This promise is 


ATED — FILE NO. 


AGRNUG. Sete 
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ords. For each transfer of property one 
of these cards is filled out, and full data 
concerning the transaction, with all the par- 
ticulars concerning the transfer of 
title, are entered. Special forms 
for decisions, legislative acts and 
grants of power of attorney may 
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be included so as to make the rec- 
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ord complete. 
In opening the set, the informa- 
tion is drawn from the original 
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county records, using separate 
cards for each item, filed by loca- 
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tion of property—by range, town- 
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DESCRIPTION 


further indexed by block, street 


and number. By this means the 


Figure 1; the card for recording abstract records 


given to the inquirer, and serves him as a 
check on the terms made. 

On the date the promise falls due it turns 
up in the tickler of the inquirer, 


A CARD SYSTEM FOR HANDLING AB- 
STRACT RECORDS 


Figure V illustrates the form of ruling 
for a card used for handling abstract rec- 


index may be as minute as would 
be required to give immediate ref 
erence to any property. 

By this means of filing, all cards referring 
toany tract of landare kept together in the 
same division in the file. These occur in 
chronological order. In drawing off an ab 
stract, therefore, reference to this index 
gives the records in the order that the 
transactions occur. If a tract of land is af- 
fected, as by legislative enactments or 
court decisions, the indexing is alphabetical. 
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Figure II; the card and filing system that calls the attention of the collector to the day an account falls due 


} ANSWERED BY EXPERTS 


A cross reference trom the file arranged 
by locality to this index of general informa- 
tion makes it possible to assemble the com- 
plete data in a few minutes’ time. 

As additional changes in 
ship occur, these are recorded in 


owner- | Rance 


NAME 
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the name and address of the owner and 
additional information concerning the lease. 
Tach card is furnished with a projecting 
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RETURNED. Goops. | 


the same Manner, the cards being : 
dropped in the file with all the Aooress 
other cards for the Same property. DESCRIPTION, 


A comparison of the result thus 


oblained with the book abstract 
system makes evident its value. 
Instead of searching through the 
entire list of transfers for the [-conDition 
period covered, and examining 


RETURNEO Via 


each, you have immediate access 
to just those transactions affecting 
the question involved. 

When once established, this sys- 


tem of finding an abstract involves 
a very short time, and is kept 
up to date with the minimum 


A COLLECTION SYSTEM FOR A RENTAL 
BUSINESS 


In an extended rental business payments 
) are due at irregular intervals and collec- 
tions are made each day of the month. 
The system for handling this work is re- 
quired to keep a complete record of the 
account with each tenant and to call each 
account to the attention of the collector on 
the day it is due. 
figure II gives these results. For each 
tenant one card is made out. Wach card 
bears the name and location of the tenant, 


of work, 


Figure III; one of the triplicate notices for checking goods returned 


tab, 1-31 the width of the card. 

When an account is opened, the card se- 
lected shows on its tab the day of the month 
when the rent is due. 

The cards are filed alphabetically, accord- 
ing to the name of the tenant. If reference 
is made more frequently by locality than 
by the name of the tenant, the cards may 
be indexed between blank guides arranged 
by street and number. Two sets of indexes 
are used to make it possible to keep sep- 
arate paid-up and delinquent accounts. At 
the beginning of any month all the cards 
are together under one index; to determine 
what accounts are due on the first of the 
month it is necessary only to glance along 
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Figure IV; the folder on the reverse of which are recorded all data usually found on the daily reports. 


264 SYSTEM 


Figure V; the combined index to the policy file and ledger account with the insurance policyholder 


the top of the file and to note which cards 
are tabbed in position number one. As all 
tabs for any day are in a straight line, 
they may be selected immediately. 

As fast as payments are received credit 
is given on the card, which is then trans- 
ferred to the second file. Each day this 
process is repeated and the accounts of 
that day only are brought to attention. At 
the same time any accounts not paid on 
the date due are kept constantly before the 
collector, since any tabs to the left of the 
current date indicate past due payments. 
By the end of the month all delinquents 
are separated from the paid-up records. 
The delinquent list may now be removed 
to the daily or monthly index for a close 
follow-up. 

At the first of next month all the accounts 
are in a single division of the index, and 
the same process as above is repeated. 


A SYSTEM FOR THE RETAILER FOR 
HANDLING RETURNED GOODS 


As many concerns receive goods returned 
by customers in large quantities, adequate 
systems that insure that due credit is 
given to the customer, and that the proper 
charge is made against the stock account, 
are of especial importance. For this pur- 
pose the following method should be used: 

When a notification is received that goods 
are being returned, the clerk in charge of 
the department makes up in triplicate a 
form sheet, shown in Figure III, By means 
of carbon all of these copies are made out 


in one impression. The card then shows 
from whom the goods are received and the 
articles returned, with all other informa- 
tion of importance. 

One copy goes to the receiving clerk, one 
to the stockkeeper, and the third is retained 
in the office. 

The receiving clerk is instructed to re- 
ceive no goods except under due authority. 
When such goods arrive they are checked 
by the receiving clerk from his copy, thus 
showing any errors that may arise in the 
returned goods. This copy is now forwarded 
to the office and a credit memorandum is 
made out and sent to the accounting de- 
partment. All such credit memoranda are 
then posted to the proper accounts. They 
are then forwarded to the stockkeeper and 
checked with his copy of the office order 
for the return of the goods. The quanti- 
ties are now posted to the stockkeeper’s 
record. If a further check on his accuracy 
is needed, the stockkeeper’s copy may be 
returned to the office for a comparison with 
the copy there retained. Either from the 
credit memorandum or from the stockkeep- 
er’s copy of the goods returned, the ac- 
counting department charges the value to 
the proper stock account. 

When the quantities returned are consid- 
erable it is best to hold such memoranda 
until the end of the month, charging the 
total of each class to its account. By means 
of this system a check is provided through- 
out. Credit may be given without error, 
and failures to give credit for goods re- 
turned are eliminated. At the same time 
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there is no possibility that goods that are 
returned in small quantities fail to be re- 
ceived in the proper stockroom. 


A CARD SYSTEM FOR A FIRE INSURANCE 
OFFICE 


In few lines of business is there a greater 
amount of duplicating, unnecessary work 
and difficulty in filing records than in the 
records of a fire insurance office. When 
such records are handled with bound book 
forms, there are required, in addition to the 
usual books of accounting, an expiration 
register, indexes anda policy register—one 
for each company. An agency that handles 
a business for a dozen companies would 
therefore have as many registers, or, in 
most cases, twice the number of registers, 
as there are companies. When the new 
register is opened, there are in the old reg- 
ister a number of three and five year term 
policies. This makes it necessary to carry 
forward the old register for several years 
after a new one is already in use. In mak- 
ing a renewal, it is necessary to rewrite 
the entire form, If the same property is 
insured in half a dozen companies, the rec- 
ord must be rewritten in each register, even 
if it already occurs three or five years back 
in the same register. 

The use of the card system makes it pos- 
sible to eliminate all of the above incon- 
veniences with the exception of the com- 
pany’s account. For this two forms only 
are substituted. These two forms are illus- 
trated in Figures IV and V. 

Figure IV illustrates a folder, four by six 
inches in size. The reverse is printed so as 
to allow for entry of all data which is found 
on the usual daily report form. On the op- 
posite side of the folder is a record of each 
policy carried on that property. When a 
policy is written, the form, if standard, is 
indicated on this folder. If ®unusual, the 
blank is filled out and a copy of the daily 
report form is folded and pasted on the in- 
side of the folder. On the reverse are listed 
the date, company and name, description of 
property, amount, rate and premium. it 
makes no difference whether the insurance 
is placed in one or one dozen companies; a 
single record serves every purpose. The list 
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on the face of the folder keeps a record of 
all the policies carried on the property. 
This folder therefore contains all of the 
data, which, under the old system, are scat- 
tered through a number of registers, in- 
dexes, and also the expiration register. 

These folders are filed by day and month. 
This brings into a single compartment of 
the file all expirations that occur on any day. 

This system makes reference to any other 
record unnecessary, as the folder itself con- 
tains all the information required for ob- 
taining a renewal of the policy. When such 
a renewal has been made, it is necessary 
only to extend the year at the top of the 
folder and file it ahead to the day and 
month of the next year when the expiration 
occurs. 

One folder only is necessary for all the 
policies carried on any one property. If 
several policies are taken out on the same 
property at different days, the folder is filed 
to the first day of expiration. In most cases 
all policies can then be renewed and dis- 
posed of at the same time. Otherwise the 
folder is adyanced to the next day when 
any policy on that property expires. 

As an index to this file and also as a 
ledger account with the policyholder, Figure 
V is used. This is headed with the name 
of the owner and is filed alphabetically. 
Intries of debit and credit are made in the 
usual form. Every policy taken out, 
whether an account is carried or not, is then 
recorded. This is necessary in order to 
make the line index complete. If the ac- 
count is unpaid, it is filed under a second 
index, thus keeping separate from standing 
accounts. Cancellations are indicated sim- 
ply by drawing a red line through the entry. 
The date of making out the policy is re- 
corded at the left of the card and the term 
of the policy is also shown. This gives im- 
mediate reference to the expiration file. 

The use of colors may be employed to 
advantage to distinguish short from long 
term business. Thus the folder and ledger 
card for annual policies may be made out on 
a white card. For three or five term poli- 
cies buff cards may be used. The distinc- 
tion of color assists materially in locating 
any folder or ledger card wanted, as the 
nature of the business is known. 


The gist of the best articles on business systems, 
clipped from our contemporaries and here condensed 
in a review of reviews for the busy man of affairs 


ACCOUNTING 


An <Accountant’s Directions to a 
Bookkeeper—John Vaughn—The Busi- 
ness World, New York—August. 

A simple set of directions detailing the 
books necessary for keeping accounts, and 
how the various kinds of records are made. 


Accounting Methods for a Specialty 
Selling Company—W. L. Loope—Book- 
keeper, Detroit—August. 

A complete and economic system for 
handling the accounting, selling and agency 
details of such a business, fully illustrated 
with charts. 


A Card System for Building and 
Loan Associations—J. B. Griffith — 
Bookkeeper, Detroit— August. 

How the bookkeeping accounts of a loan 


association may be made most simple and 
easily kept on cards. 


ADVERTISING 


Keying Advertisements—Sydney A. 
Hale—Western Monthly, Kansas City 
—August. 

Various methods for keying advertise- 


ments and keeping track of the results from 
cach medium used. 


An Advertising Plan—Hel 
Shaw—Profitable Ady 
—August. 


en Mar 
ertising, Boston 


The details of a proposed campaign for 


the manufacturer covering the middle eon- 
sumer. 


Newspaper versus Magazine—Witt 
K. Cochrane — National 
New York—July 23. 

The users of the two kinds of mediums 
for advertising purposes and their compara- 
tive values. 


Advertiser, 


A Simple System for Handling Ad- 


vertising Orders — William Knott — 
Bookkeeper, Detroit— August. 

This article tells how advertising orders 
may be handled between the office and 
printing department in a prompt, anti-con- 


fusion and economical way. 


CREDITS AND COLLECTIONS 


Out-of-Town Collections—R. J. Ven- 
ning— Profit, Boston—Jnly. 

An article by a member of the paying 
class, which ends with the sentence, “What 
the debtor has most respect for in credit 
collection methods is system.” 


Collection of Delinquent Accounts— 
Mareellus W. Meck — The Business 
World, New York— August. 

In this description of a collection system 
the author names as the two vital points 
for collections, the routine office system and 
the impression made upon the debtor by the 
collector. He proceeds to explain a set of 


cards used in the first system and enlarges 
upon the second. 
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FACTORY ACCOUNTING 


Cost of Production—Wood-Worker, 
Indianapolis— August. 

Some of the little items that will reduce 
the cost of production in a factory, which 
are often overlooked because of their very 


minutest detail, but which total up to a con- 
siderable sum. 


Cost Accounts as Related to Com- 
merce—Theodore J. Friedleben—The 
Business World, New York—July. 

Taking as his text the statement that cost 
accounting is a function of tracing and re- 
covering the assets of a business, the author 
points out that it forms the basis of com- 
petitive calculations, and arranges all in- 


formation needed to show results and their 
causes. 


Cost System for an Agricultural In- 
plement Business—E. R. Bertschi— 
Bookkeeper, Detroit—August. 

A simple system for handling records of 
a factory making a stock line of agricul- 
tural implements and machinery. 


FACTORY MANAGEMENT 

The Suceessful Foreman—American 
Shoemaking, Boston—August 6. 

The little things that make up his use- 


fulness, as one foreman sees it from his 
beacon light. 


The Work of the Cotton Mill Super- 
intendent — Bookkeeper, Detroit—Au- 
gust. 

The introduction of a series of articles 
on the duties of the superintendent, the 
qualities and experience he must have, the 
scope of his office, and how he shall carry 
on his work. 


The Economy of Continuous Work— 
American Shoemaking, Boston—Au- 
gust 20. 

How money may be saved by so arrang- 
ing work that machine operators may run 
one piece of work after the other through a 


machine without the necessity of counting 
the pieces or checking their product, this 
being attended to by a floor employe. 


The Model Factory School—Superin- 
tendent and Foreman, Boston—August 
11. 


Description of a new method for training 
factory employes by means of a school, 
which would consist of a factory com- 
pletely equipped and turning out sufficient 
product to pay the expense of the school. 


Dividing the Packing-room Work— 
American Shoemaking, Boston—July 
23. 7. 

This article describes how the obstruc- 
tions to systematic and orderly passage of 
work in a packing room may be avoided by 
apt division of work, and how a packing 
room may be made to run smoothly. 


Keeping Track of Cutter’s Work— 
American Shoemaking, Boston—July 
23. 

With particular reference to the shoe fac- 
tory, but applicable to any kind of manu- 
facturing, this article describes a system 
for keeping track of what work is done. 
The use of this system also prevents cheat- 
ing and dishonesty. The article is illus- 
trated with the forms used. 


Preventing Factory Fires—George 
Iles—World’s Work, New York—Au- 
gust. 

The precautions which are taken against 
fire from causes resulting from faulty or im- 
perfect construction, such as contact of 
steam pipes with floors, defective heating 
pipes, wires, and so on, which lies in the 
construction of the building. This article 
tells how danger from these causes may 
be avoided by proper construction methods. 


System for ‘“‘Rush Orders’’—Ameri- 
can Shoemaking, Boston—August 6. 

A few details which are often overlooked 
in planning a rush-order system, emphasiz- 
ing particularly the importance of having 
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these orders constantly before the attention 


of the proper factory officials. 


INSURANCE 
The Training of Country Insurance 
Agents— Western Underwriter, Chi- 
eago—July 14. ; 
A change in method must take place if 
this problem of training agents is to be 
solved; a suggestion for its solution. 


Instructing New Agents— Western 
Underwriter, Chicago—July 14. 

A successful general agent here gives the 
method which may be used for instructing 


new agents. 


How to Conduct Associations—Hnu- 
bert L. Ward, President of the Na- 
tional Association of Life Underwriters 
—Western Underwriter, Chicago— 
July 28. 

This article tells some of the essentials 
for making local organizations of men suc- 
cessful. This applies to any kind of fra- 
ternal commercial associations. 


RAILWAY 


Making Low Freight Rates and In- 
creasing Business—M. GC. Miller— 
World’s Work, New York— August. 

The work of the general freight depart- 


Ment and the methods by which rates are 
established. 


Advantages to Be Derived from a 
Railway Clearance System—J. w. 
Midgley—Railway Age, Chicago—Au- 
gust 12. 

A review of the Movement to secure a 
Practical clearance System, the lines upon 
which such a System must be built, and 


the reat benefits which could be derived 


RETAIL AND WHOLESALE 


Departments Senay 
‘ Peparate Plan—Dy 
Goods Reporter, Chicago— August 13 : 


SYSTEM 


Plan of an Iowa merchant, employing 
eighty to one hundred salespeople—any 
practical in a store of any size who has 
his store divided into departments and 
interchanges his clerks, but is stil] able 
to know what each department and each 
clerk is earning. 


Store Guides—Dry Goods Reporter, 
Chicago—July 16. 

An interesting and unique feature of a 
Chicago retail store is the guides who 
conduct visitors through the store. The 
advantage to the store is discussed in this 
article. 


A Retail Advertising Campaign— 
Printer’s Ink, New York—Aucust. 

The aavertising policy and methods of 
one of the largest retail stores in New 


York are fully described in this article, 


The Advertising of a Retail Store— 
Printer’s Ink, New York— Aucust. 

A full description of the methods used 
by one of the most original and largest re- 


tail advertisers in the country—\Vashington 
Shirt Company of Chicago. 


Ideas for Selling Goods Chicago 
Apparel Gazette, Chicago—Aueust 10. 
A series of suggestions described in de- 


tail by which a retailer can increase his 
sales. 


The Use and Abuse of Gredit—A. K. 
Edwards—Ameriean Artisan and Hard- 
ware Record, Chicago—Aueust 13. 

A detailed discussion of present credit 
Operations, and a description of a complete 
System of handling credit operations. 


Promotion Among Salesmen—Dry 
: : 
Goods Reporter, Chicago—July 16. 
How to Properly handle a selling force 


SO as to secure the best work and the best 
Spirit among the clerks. 


Branch Stores—Dry Goods Reporter, 
Chicago—Anoust 20. 
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How a system of branch stores in ten 
small cities of the West is being conducted, 
with the exact methods that are being used. 


A Cost Card System—American Ar- 
tisan and Hardware Record, Chicago— 
August 13. 

A system by which the retailer may keep 
track not only of the cost of every article 
that he buys, but also of the expenses in- 
cidental to that article from the time it is 
bought until it has been sold and delivered. 


A Gigantic Business Built on a Cata- 
logue—Printers’ Ink, New York—July 
20. 

A description of the methods by which 
Butler Brothers, of Chicago, which does 
its selling solely through catalogues, has 
been built up and is being conducted. 


Handling Return Goods—F. W. 
Risque—The Business World, New 
York—July. 

A detailed description of a system for 
wholesalers and manufacturers whereby 
the annoying and perplexing problems in- 
volved in return goods and reclamation ac- 
ecunts may be simplined. 


SELLING 

Follow-up Systems — Advertising 
World, Columbus, Ohio— August. 

A few of the general rules to be followed 
in conducting a follow-up system, 


Three Natural Ficlds of Salesman- 
ship—Salesmanship, Meadville, Pa.— 
August. 

The distinctive fields of the wnolesale and 
retail salesman. They are governed by the 
same principles, but they differ materially 
in the practice of methods. 


Building a Business by the Power of 
Salesmanship — Salesmanship, Mead- 
ville, Pa.—August. 

A practical illustration of how the prin- 
ciples of salesmanship, properly handled 
and applied, brought success. 


Reporting Systems for Salesmen— 
W. R. Koller—Business World, New 
York— August. 

A simple system by which the house may 
receive complete reports from its salesmen, 


and by which the salesman may keep his 
own records. 


Selling Through Agents—T. R. Har- 
ris—Western Monthly, Kansas City— 
August. 

This article emphasizes the fact that 
much business can be secured through 
agents in connection witn other selling 
methods; it describes fully how this de- 
partment of the selling work should be or- 
ganized. 


TELEPHONE 


The Use of the Peg Account in Cen- 
tral Office—Operation—American Tel- 
ephone Journal, Chicago—July 30. 

The third of a series of articles describ- 
ing a complete and detailed system for 
keeping account of the work done in an 
exchange. 


Cost and Compensation—C. I. Jud- 
son—American ‘Telephone Journal, 
Chicago—July 30. 

One of the most difficult of cost problems 
is the finding of costs for telephone service. 
How records should be made so that such 
a cost can be arrived at is described in 
this article. ; 


Long Distance Toll Accounting—C. 
L. Norton—Ameriean Telephone Jour- 
nal, Chicago—July 16 and 23. 

A series of articles describing in detail a 
complete method for telephone toll account- 
ing, fully illustrated with sample blanks 
and sheets used. 


Keeping Operators’ Time—C. 0. 
Nicholas—American ‘Telephone Jour- 
nal, Chicago—August 6. 

A simple system, illustrated with charts, 
by which the chief operator may keep the 
time of employes in his department. 


I want to explain system as I see it—sys- 
tem the word and SYSTEM the magazine. 

Do you remember the story of the child- 
musician of Italy, who had learned all his 
music from the birds of the valley and the 
brooks of the mountains, and who, when 
they led him to one of the great masters 
for his first lesson, looked at the page of 
bars and notes set before him and said in 
a disappointed tone: “Is that music?” 

And so perhaps with many of our readers. 
You have been told of the marvelous power 
of system as a factor in business. You open 
this number of the magazine, and you see 
a chart here, a card there. And you say 
to yourself—this is system, a wonderful 
talisman perhaps, but mightily dull. 

But your teeth revolt at the shell; they 
do not reach the kernel. That is not sys- 
tem. System is not a matter of blanks, 
any more than music consists of black dots 
and lines. Music is a living force. So sys- 
tion is alive—an active, creative thing. 

System is a question of order, of organi- 
zation, a way of doing things. Forms and 
blanks are merely the lifeless instruments 
which you use in carrying out your system. 
In telling you how to do things, how to get 
the living something into your business, we 
have no other means but to show you the 
instruments by which you may accomplish 
this. We are handicapped just as is the 
composer who can give his living musie to 
his pupils only through printed notes. 

And, how, just as these pupils take this 
medium and through it reconstruct the real 
music, SO you can take these descriptions 
of methods, these blanks which are only 
poe) teols, and recreate the living system, 

Take the article on page 231, which de- 
scribes a factory record System. Now, as 
you read, reconstruct this System in your 
own factory. Can’t you see Jim, the super- 
intendent’s office hoy, taking the card to 


McLane, the foreman, and saying as he 
hands it to him: “This is a rush?” See 
how McLane enters it on his sheet and 
calls to Pat Murphy, his best machine 
driller, and says: “Pat, here are two dozen 
pieces; take them and—.” Can’t you fol- 
low the action through the eight pages of 
the description? Don’t you see your own men 
doing the work in your familiar factory? 

Now do you think the system is in the 
blanks? Of course not. System is broader 
than that—it is the big human machine at 
work in your shop, bringing results through 
order and method. 

The article on “Building a Sales [orce” 
on page 242 is a thing of human inicrest. 
Read the talks to salesmen on page 222 
as if you were talking to your own wen— 
Wright, Watson, Long—you know them all. 

These articles mean you. You cannot 
simply glance over the notes and get the 
music. You must sit down at your instru- 
ment, which is your factory, your office, 
and transfer these notes, these blanks, into 
the living work of to-day. Then you get 
the best out of system. 

And, just as system means more than 
forms and cards, so I want the magazine 
SYSTEM to mean more to you than simply 
how to write a letter or get a cost figure. 
These are merely kernels of grain in the 
bigger field of SYSTEM’S purpose. its 
Scope is as broad as system. If it tells 
you how one man did somethinng—as it 
tells you on page 163 how Philip D, Armour 
utilized all the hog but the squeal—it is 
Within its Scope. If it tells you about a 
new tendency in the commercial world, as 
it does on page 180, it is teaching you how 
better to do your work, 
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RETRENCH 


q Men of foresight, especially those who have lived long enough to witness 
one or two swings of the financial pendulum, have, for two years, been 
looking for the turn it recently took. Although it had swung further than 
ever before on prosperity’s side, they knew it must turn. Not that any 
disaster is anticipated; but, while the tendency may be always upward, 
there must always be a resting, naturally accompanied by some descent, 
after every lofty flight, even if it be only to gather power for the next, 
even higher one. : 
q It is anatural result, therefore, that the unprecedented business activity 
-of the past five years should be followed by a reaction. It began a year 
ago. Many are only beginning to realize that it came. We prophesy, 
however, that its effect upon business will not be serious. 
q This is the way we account for it: Large and small enterprises are, 
more and more, doing business by systematic methods which enable them 


to count the cost and the returns of every business move. 

q Like the indicator on the face of an engine gauge, a right system points 
out the fluctuations of the business pulse, tells whenit is safe to puton more 
steam, and tells, at the right moment, when the output must be checked, to 
balance the returns. Sometimes the fire of business has to be banked, but 
a rightsystem still indicates the true status, and equilibrium is preserved, 
q Ave you prepared with the right system, to meet the ebb and flow of 
business—economically, when the tide is lov—adequately, when it turns 
your ¥ If you are, you will be one of the wise, who, by their own 
security, will be instrumental in maintaining general equilibrium during 
any conditions of trial. If you are not, we can only say, the sooner you 
get on the safe side—the “right system”? side—the better for you. 

q A Baker-Vawter System will show you where youstand; will save money 
for you from the time you begin operating it, and the longer you operate 
it, the more money it makes for you and saves for you. Not only so, but 
a Baker-Vawter System is a safe indicator in all times and season 

q From every corner of your business it gathers up facts and figures which 
are assimilated, combined and sifted until, when the clear and final 
statement conies under your eye every month, every week or every day, 
as you choose, you are truthfully told just where you stand—whether you 
have gone upward or downward. It indicates when you are safe to move 
forward, when you are justified in launching new ventures, and indicates 
that moment when, in order to hold your own, you need to retrench, and 
will show you where you can do it. 

q A Baker-Vawter System shows you when and where to make the 
changes at the time of need—not afterward—warns you to bank the fire 
in time to avert disaster. A Baker-Vawter System will also indicate 
when danger is over—that you may ‘‘turn on steam”? at the first moment 
of safety, and be among the leaders, to ride the crest of the next great 
wave of prosperity. If you want to be on the safe side, write and ask how 
we can put you there. Ask for Booklet M. 


BAKER-VAWTER COMPANY 


Accountants - Auditors - Manufacturers 
Devisers of Complete Business Systems 


350 Broadway, New York Tribune Building, Chicago 


Two $10,000 Jobs Go Begging 


In the Chicago Tribune of Sunday, September 4th, appeared an article entitled ‘‘How 
n the cag 1 : 3 a 
Begging in Chicago. ; 
TOO eae Broio0o is naturally one which must be led By a a whose 
; po ‘ilit and knowledge are such that he not only makes a profit equa to his salary, 
capacity, ability During the past week two of Chicago’s leading business 


times in excess of it. 
panes have offered these positions to a dozen or more men, all of whom refused the 
offer because they were already making as much as $10,000 a year or because they were 


Bese Ga f tk itions, you ask? 
What was the nature of these positions, ; 
The title accompanying both of these was “traffic manager,’’ or in other words, an 


expert on the matter of freight rates. These large institutions realize that hundreds of 
thousands of dollars can be saved or lost each year, depending entirely upon one thing, 
i. €., positive and accurate knowledge which a man must possess 1n order to enable him to 


get the lowest freight rates between shipping and receiving points. aa 
It very often happens that a shipper can get a lower rate shipping 


? B from A to B via C than to ship from A to B direct, but unless the traffic 
manager or freight expert comprehends the governing traffic rules, it 
° would never occur to him to take this roundabout course for delivery. 


There is a general and erroneous impression among manufacturers and shippers that 
since the establishment of the Interstate Commerce Act all shippers are placed on an equal 
footing. While this is true, it is only true to this extent: Brown can get just as lowa 
rate from Chicago to Denver as Smith, provided Brown has the same information. and 
knowledge with reference to rates that Smith has. There is nothing so complex and con- 
fusing as the tariff sheets issued by the railroads, and no man is ina position to take the 
latest tariff of any railroad company and figure freight rates from that sheet alone to his 
best advantage without expert knowledge. The Interstate Commerce Commission in 
speaking of this complex condition of tariffs says in its report: 

“In a majority of cases it is found that the notations and references for the purpose of explaining the appli- 


cation a rates to other points are vague and incomplete and the tariffs are of no Service to the shipper when so 
arranged. 4 


Referring to the matter of overcharges, in the same report the Interstate Commerce 


Commission continues: 
“Claims for overcharges made by shippers on the railroads in part arise from errors of agents and others in 
charging the rates under a general tariff and classification instead of applying the commodity rate at the time in 


While the railroad companies comply with all the requirements of the law they do not 
of their own accord inform a shipper that he can secure lower rates by complying with cer- 
tain tariff requirements. It is safe to assume that there are many million dollars paid 
out each year in excessive and needless freight charges, and the shipper who does not 
thoroughly comprehend the difference between class rates and commodity rates and who 
does not know how to take advantage of the special commodity rates issued in favor of 


as well. 


Full particulars Tegarding this course m 


spondence School, 1632 Wabash Avenue, Ghia had by addressing the Traffic Corre- 
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The Cost of Selling 


F you are a progressive manufacturer, you have a cost of 
production system which enables you to know exactly what 
your product costs to manufacture. Your selling price is based 
upon this cost of production. If your cost of production is higher 
than that of your competitor, you know it in an instant, 
because you are immediately thrown out of competition. 

But how about your cost of selling? 


Have you a good, sound, productible plan for marketing 
the product of your factory? Your cost of selling system is as 
important as your cost of production system. 

We have a selling plan—not a cut-and-dried one, but one 
as elastic as the requirements of your business. It is wide- 
reaching, fundamental and resultful. It is in touch with the 
most modern and progressive ideas, and what is worth more 
than all of this, it is an actual result-getting plan. 


You cannot compete until ycur cost of selling plan will 
stand any competition, present or prospective. 

We can point to a long list of successful and satisfied clients. 
How would you like to know their names? 

A simple letter—not a postal card—but a letter giving an 
outline of information for our own use will help us to write to 
you intelligently. No obligation on your part except to read 
the letter for which you have asked. 


CALKINS & HOLDEN 


St. James Building, New York 


From time to time we tell our customers about our methods of work 
in a little house organ called “The CH Book,” which issent free to any 
manufacturer who has a selling problem on his hands. The same list 
receives other printed things from time to time which will stimulate 
thought along the line of making a market for marketable goods. 


OMFORT 


ANY WAY EVERY WAY 


No matter what the posi 
tion, wt means solid comfort 


In A McCloud’s Spring 
Back Office Chair 


Hot weather 
comfort is hard to 
find. Hot weather 
work is the hardest kind 
of work. Discomfort added 
to hard work in hot weather will 

quickly break a man down. There’s 
solid hot weather comfort in 


McCLOUD’S BACK RESTER. 


Takes your mind off your back and puts it on your work. An office chair 
totally different from any other. ‘The difference is a good one. It is the 

difference between a chair that lames your back, tires you, sends you home 
at night worn out, and one which fits your every position, rests every muscle. 
It’s the difference between discomfort and comfort. Between poor work done 
with an effort and good work easily performed. If you think of your back, you 
can't think of your business. Forget your back in a 


McCLOUD’S BACK RESTER. 


The most practical and comfortable office chair yetinvented. Its greatest feature is 
the adjustable supplementary Spring Back, which braces up just the right place to 
give you perfect rest and comfort. Forward at your desk or reclining the back 
follows and fits your back where it most needs support. The illustration above. 
shows how it helps you when at work. At home you have comfortable chairs, 
How much more important is comfort in the olfice. We not only makechairs. 
for the man at the head of the business, but for everyone between him and 
the office boy. We have a special stenographer’s chair. One model of 
which is shown in the cut below, One of these will insure your stenog- 
rapher perfect comfort, thereby increasing her efficiency nd 
nearly doubling her capacity. Send to-day for a 
catalog showing our many styles and finishes 
Just fill out attached Coupon and mail 
to us. Don’t delay. You should 
have known us long ago. 


é The 
" DAVIS CHAIR Co, 
Marysville, O. 


Please send me your 
office chair catalog, 


The Davis Chair Co, 


MARYSVILLE, OH ife) 


Systems ior Manufacturers 


If you are contemplating installing any system 
described in this, or any other number of “SYSTEM,” 
we can best meet your requirements. We have a sep- 
arate department for this work, under the supervision 


of a thoroughly competent and experienced manager, 
and can handle your business satisfactorily. 


If you wish an outfit, large or small, we can furnish it and in the shortest possible time. 
Give us your data or your ideas you wish to carry out, the size outlit you will require or the 
approximate amount of matter you wish to care for, and we will quote you our lowest price 
on the right size outfit, made on a conservative basis. 


“COUFFIELT)” ===s==3 


‘hn KER 
y GRAND RAPIDS.MicH. USA; a 


Unit Sectional Files : 


Fa aS, [Sen Pi Bie [AS 
Afford the most practical and convenient method for 


_————_ 
filing correspondence, card systems and papers of every 


description. By installing ‘‘Couflield’”? Systems in your 
office, you will avoid delays and annoyances, and in conse- 
quence, a saving of valuable time and a corresponding re- 
duetion in your payroll. ‘Coultield” Cabinets are of unit 
sectional construction—you add as required. You can 
start with a one-drawer section for 3x5 cards and build up 
to a large system—an exclusive feature of the “Couttield”’ 
cabinets. [ach and every section has a complete and fin- 
ished appearance, and can be used separately or together. 


‘A request on your business letterhead will bring our catalog “V-33"" 
with full information, And remember, that 


“Couffield Pays the Freight” 
H. L. COUFFIELD CO., 33 © St., Grand Rapids, Mich. 


Makers of Unit Sectional Files and Card Systems. 


More 
Than 


30 


Differ- 
ent 
Sec- 
tions 


N. B.--Do not mutilate this page. 


mr 


and you need not regret it later. 
START RIGHT There are many se eeilees de- 
vices of asimilar 
a -. kind on the 
market, and you 
owe it to your- 
self and to your 
business to get 
the best obtain- 
able. Remem- 
ber, that the 
“Couffield’”? was 
the original 
sectional file 
ever construct- 
ed, and is the 
only one built 
on a strictly 
unit system, 


Standard 
Form — 
Leaves 
Carried 
In Stock 


aes 


Stock 
Outfits 
$2022 Up 
Sent On 
Approval 


aves thbies il 


There Are Three Reasons 


WHY 


The Miller Loose-leaf Filing Devices Exce] 
All Others 


The Combination Lock with Turning Elliptical Posts insures ease of manipulation. 
The Round Back always in the center and no metal parts exposed, giving bound hook 


appearance. , , 
Greatest Endurance, as all parts are interchangeable, made wholly in our factory. 


eS 


The Miller Transfer 
Binder has a capacity 
of from one leaf to two 
thousand leaves. 
Strong, simple, neat, 
durable. 


Key Lock, Sectional 
Posts. Can be instantly 
changed without dis- 
turbing the leaves as 
increased capacity 


2) 
Ores 
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3) 
a5 
Been ict i 
SYSTEM DEPT taigcte ae is the devising of complete systems, audits accounts, either lf 
©; eleven r periodically, prepares balance sheets and Statements, opens and y 


closes books, outlines schem i i 
. A 0 s ¢s of inc ‘a scistels Songs 
stock companies, makes appraisals and acts as receivers ang Ae on and assists in the organization of 


Write us to-day for full information regarding any subject in which you are interested 


H. C. MILLER COMPANY 


342-348 Broad Street, MILWAUKEE 


See aa BUSINESS eng STATIONERS Chicago Office 
aya ENGINE ; 
Michigan Trust Bldg. CONSULTING ACCOUNTANTS Pease St 


ea 
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| Ghe ARITHMOGRAPH / 


isan adding device, mounted upon a typewriter, at present the FAY- 
Fay-Sholes typewriter, not increasing its size or interfering in any I. SHOLES 
way with its ordinary uses. But, when writing invoices, listing ace 
checks, etc., it will tabulate and foot them as written. Chiesyo 


IT DOES THE WORK OF A TYPEWRITER 
AND ADDING MACHINE WITH THE 
SINGLE OPERATION OF TYPEWRITING 


FAyY-SHOLES COMPANY 


I , 127 Rees Street CHICAGO 


Please send your 
booklet about the 
Arithmograph. 


Name 2 


Street. 


State. 


Your Checks Are Unsafe 


and so is your bank account if you do not protect your checks. 


There is an 
army of men 
in this coun- 
try w 


raising 
checks, and 
YOU never 
k no w 
through how 
many hands 
your check 
will pass 
before it 
reaches the 
bank, You 
need a model 
1 


Automatic Bank Punch 


and you need it right away, because it’s the best of all these 
devices. We wouldn't 
GUARANTEE FOR 5 YEARS 


ifwehadapoorpunch. We couldn't, It would ruin us. But 
we do it, because we know our article, Over 24,000 in actual 
daily use, all cutting the figures entirely out of the check, 
ike this. It shows exact amount of check. 


$123L567890% 


No one can r a check marked like that, You insure 
property and life; why not your CASH IN BANK! 


MAY WESEND YOU ONE? 


Ask for our printed matter at any rate. 


A. N. INGERSOLL, Owner and Mfr. 


48 Cortlandt St., NEW YORK. 


The Leonard Catalog Cabinet 
- For filing catatogs.eto,,onanen- 


fe Sara tirely new and practical prin- 
ciple. All catalogs are filed in 
compartments according to size 
from the vest-pocket memoran- 
dum to the 1000-page kound book, 
The card index system which 
is furnished free with it has 
everything indexed and cross 
indexed under both the manu- 
facturer’s name and the article, 
Oe) so that any catalog or its con- 
(Ce as tents can_be referred to in- 
NUCH Aa stantly. Has acapacity ot L.0L0 
ft catalogs—nothing like it can be 
obtained elsewhere—itembodies 
the latest ideas of system in 
business. We sell you at factory 
prices. Shipped on approvai, 
if not as represented, it can be 
returned at Our expense, 


Price $25.00—Golden Oak with quarter-suwed onk front, 
well made throughout and handsomely finished. Size 82 Inches 
wide, #4 Inches deep and 63 Inches high. With the Leonard 


system for buyers added $35 00. 
The Leonard Sectional Electro Cabinet 


No advertiser should be without , See he 
this article. =o 1, 


ons, ten Charen 
Sach section holds 7 . 
average electros. bs sz 
Keeps the ents free from dust 
and grit and scratches, classified 
and easy to find. * 

.0O per section, top /F 
$1.00, base $1.50. Size Oe 
Inches wide, 24 inches deep, 10 
Inches high Solid Oak Gold 
Polished Finish, 

Send for Illustrated descriptive fj 
matter. We ship to responsible f, 
parties on 30 days’ approval. 
Can be returned at our expense 
if not entirely satisfactory. 


Leonard Mfg. Co. “SeSeme 
36 Market Street, GRAND RAPIDS, 


ESTABLISHED 38°} 


LAURENCE A. JONES & C 


YK > 


Certified 


Public Accountants 
ants 


CHAMBER OF COMMERCE BLDG. 
CHICAGO 


470 Broadway 
NEW YORK 


There is a 
Reason for 
Everything 


@ And there is a good reason why all 
commercial institutions are not selling 
more goods for profit, and also why 
they are not getting a greater profit 
on what they do sell. 

@ The genius of production has gone far in advance of the genius of distribution; 
t, therefore, remains for science to do its work on the side of distribution. 

@ Endless systems have been devised for perfecting methods in the office and 
factory, all making for progress, but not one dealing with the disease which is 
dwarting business in spite of the heroic efforts to make it grow. 


q That disease is the lack of proficiency on the part of employes. 


@ The most important step for any manufacturer at the present time is to 
adopt asa policy our system of instruction for the employes, including every one 
from the President down to the humblest office boy, and particularly the salesmen. 


@ No system which can be devised will amount to very much unless the 
INSTITUTION adopting it SEES that it is carefully executed. 

@ The same is true with reference to any plan of instruction. 
@ The Sheldon School of Scientific Salesmanship has a plan of co- 


operation that will insure the increased proficiency of every one con- 
nected with the institution. 


@ This means that the item of profit will be increased. 


@ We want to submit this plan to every manufacturer who 
believes that he would like to sell more goods on the basis 

of present profit, or who would like to have a greater 
profit on the present output. 


@ In order that it may become effective, it must be under 
the careful direction of the head of the institution, co-op- 
erating with the school. 

G It will cost you nothing to investigate and if you will kindly return 
to us the attached coupon, we will submit the plan for your 
co-operation. This plan will also outline for you the repre- 
sentative institutions who have adopted this system, and with 
whom you are at liberty to confer as to its practicability. 
@ We are entering upon our great fall business and the 
opportune moment for adopting this business policy is 
now. Let us hear from you without delay. 


Sheldon 
School of 
Scientific 
Salesmanship 
1016 McClurg Bldg., 
CHICAGO 
Kindly submit your plan. It is 
understood that we incur no obli- 
gation in making this request, other 


than to investigate careftlly what you 
submit. 


Firm or Company 


Address 


Direct correspondence to 


WELL LIGHTED SHOWCASES 


HELP SELL YOUR GOODS 
INCREASE YOUR PROFITS 


LIGHT UP 


YOUR SHOWCASES. 


You bought them to show off 
your goods; to attract attention; 


to advertise; and a dark, poorly 
lighted showcase is of no more 
service than keeping your goods 


ya 


in boxes on shelves behind 
your counter. 


: IXTU 
JONES SH OW CASE LIG NGS Ee Teas 


sell yi : attract attention, make people stop, examine, 

help sell your coc ear, Ceiling oF side lights don't put light where you want it. JONES SHOWCASE FIXTURES DO, 

Se Ree e ti ht on goods displayed withont in any way interfering with the goods or obstructing the vision. 

Sa < = Ask for prices. Give size of show- 
= 


case. . A 
The low cost of installation will sur- 


prise you. 
THE MAN AT THE DESK, 


: flat or roll-top, needs 
[= Jones Adjustable Bracket Lamp. 
k < 


Movable in any direction, Uses very 
little room, Puts light directly on your 
work, and keeps it out of your eyes, 


A LIGHT UNDER 
PERFECT CONTROL 


You need one, $4.00 wired complete. 


J. JONES & SONS 


60 Vesey Street, ° NEW } 


WIRED COMPLETE 
$4.00 


PP BPLLL 


We Want Ager 


for the 


OLIVE’. 


Typewriter 


—the standard visible writer— 


in cities and towns where wo are s r 
) e not at present rep- 
resented. Anagency for this progressive and up-to- 


2 Price, ate typewriter carries with ita dignified and profitable 
Time, Labor and $l 50, Sob iese ceo neh class Sa, We aid our Reais to 
Money Save: a) $3 and extend their-field as their develop- 

y d Postpaid ment warrants. We seek to make it worth while for 


zood men to remain with us permanently. 
able. The Olpertence neither essential nor objection- 
Gum wAL Iver agency can be carried on in connec- 

na with other business in some localities. 
you arethe kind of man we are seeking, we will 
enter into details by 
correspondence on re- 
ceipt of your inquiry. 


The Oliver 
Typewriter Co., 


Si 158 Wabash Ave., 
any Z Chicago, Ill., U.S. A. 
; wis FOREIGN OFFICE 


a SiR ae a 75 Queen Victoria Street, 
London, England, 


Takes the place of red ink, pen and r, 
stamps red ink ruled lines on Gash Books. Journals 
Ledgers, Statement Sheets, Typewritten Accounts, 
ete. Space hetween Ines adjustable from S10 in, ty 
7-16 in.—will fit any ruling of paper. Self-inking, 500 
impressions without re-inking, Clean, clear, com- 
pact, convenient, quick. Lastsfor years. * 

Sent postpaid upon receipt of rice, $1.50. Use 
it 10 days and if not perfectly satistied return it and 
me wil BY, reid your money, 

positive necessity to év rogressl yi 
sane iy ery progressive business 
Order to-day or write for descriptive circular, 


ADJUSTABLE RULING STAMP Co, 
1011 Chestnut St., PHILADELPHIA 


Agents and rellable atatt . - 
where. Write for exelusive territemes Nery 


156 Clear Impressianer em 


Ee 3 


- Brand Silk Finish Carbon Paper 


O you realize what that means—136 clean, clear 
impressions from a single sheet of Bull Frog 
Brand Carbon Paper? Stop and think—did you 

ever hear of anything approaching such a remarkable 
record? Twelve years it has taken us to perfect the 
process by which this silk-finished carbon is made—but 
those twelve years of work have produced a product so 
infinitely superior that it will sell itself after a single trial 


in every office in the United States where carbon 
paper is used. 


WEARS ALMOST LIKE A 
TYPEWRITER RIBBON 


The ordinary carbon paper loses its coating every 
time the type strikes it. “The secret process of the 
Bullfrog Brand gives it a resisting power that makes it 
wear almost like cloth. It is absolutely clean, does not 
blur the impression or soil the hands, and cuts down 
Our Patented Carbon Paper your expenditure for carbon paper fully fifty per cent. 


Portfolio 
r TOLEDO, On10, August 27, 1904 
5 Hith 12 
PER Ban Hi) ee mic peamnls Newston-Rotherick Manufacturing Comsany, 
Y ‘oledo, Ohio: 

Finished Carbon Paper upon ae Re sled E , 
receipt of 50 cents Portfolio alone Porth Brice GENTLEMEN—It may interest you to know that we have 
in the saving leaéconnlighestmKeendtcarbontpancs secured from one original sheet of your Bullfrog Brand of car- 
alwapane henaracd Eee fi (ones painediby bon paper 136 clear impressions; and that this result was far in 
wrinkling or rumpling. Absolutely unique and in- excess of any we were able to secure from any other make, We 
valnablen Take advantage ofl whisalntroductary, have tested every brand of carbon paper in the country, and are 5 
ofller of 50 cents for this Portfolio and we predict satisfied that Bullfrog Brand is Tnfinitely supertontolany athens 

5 ; i i JOOLSON SPICE COMPANY. 
you'll never use anything but Bull Frog Brand Yours truly, woo Oe ANeoaes 
again. 


It’s all a question of getting you to use Bullfrog Brand Yo Be 
just once! A single trial will satisfy you that you YA Neavton- 


simply can’t afford to be without it. So, if you'll ‘Ratherick 


“is i 
A é 5 x fs  Manufact ng 
fill out accompanying coupon we'll mail free of charge a sample sheet. 4o~ Co., Toledo, O: 
Write to-day. Va 

Uv 


: ‘Please send us FREE 
Territorial Rights to Responsible Managers or Dealers HS OF CHARGE sample sheet 


The Newton-Rotherick Mfg. Co. We of BULLFROG CARBON PAPER 
Toledo, Ohio, U. S. A. WMO oc. cacccinetoxtans cme tapccenseretiytecenereees 


/ Address 
Do you take Carbon Copies of your Correspondence ? 
How many Machines do you Operate ? .......-+-.++-» 


Manufacturers of all Kinds of TYPEWRITER ye 
RIBBONS and CARBON PAPERS 


USE AN 


lectric Sign 


to replace your worn-out, old-fashioned wooden affair. 


You spend time and money making the interior of 
your establishment neat and tempting. How about 
the exterior? If the outside Is dirty and scarred, 
surmounted with an old, unattractive sign, customers 
will expect old methods and out-of-date goods within. 

DROP YOUR OLD METHODS 
Make the first impressions good wlth the 


ZERO MARX 
ELECTRIC SIGNS 


CONSPICUOUS, 
BRILLIANT, 
ATTRACTIVE, 


Conspicuous by day, Brilliant at night, Attractive 


UW 


ULL 


om! 
os 
a 


= 


GUARD YOUR RAZOR 


and be your own barber. Don’t waitin a barher shop 
to be caitled “next.” You can shave yoursell tn five 
minutes at home or on a traln, and cannot cut or chafe 
your skin, If you use the 


Latest Model “BEST” Razor Guard 


factory. t 

a feather, strong assteel. Ask your dealer; if hi 

not supp’ y you, we will, on recelpt of price, 50c, 

part of U.S. or Canada, 
send you @ razor made of the fine 

tainab'e, full coneaved, honed and set, r 

for $2 00. With Razor Guard, $2 50. Satis 

anteed or money refunded, Send for 

“Suggestions to Men-Who-Shave."’ Dea’ er: 

rend fortermsatonce. E,P BREWER & CO 

Sole Manufacturers 

1008 15th Street, Denver, 


all the time. Electric signs are the Best ‘Signs. 
“Zero Marx" are the Best Electric Signs. Water- 
proof letters, no grounds, no short-circuits, all metal, 
The most durable, artistic and attractive sign made. 
Literally burn your name into the public mind. 

The two signs shown here will demonstrate to you 


% G that we are ina position to meet any and all require- 
Re ments, be your factory or store large or small. Fill 


out and send us the attached coupon together with 
your letterhead and we will 


SEND YOU FREE 


sketches for your individual business. Something 
new, different, distinctive. Our suggestions and 
iteas cost you nothing, and they may be of great 
benefit. If possible, send rough sketch of your 
Jocation, Let us hear from you to-day. 


| The Zero Marx Sign Works 


e. 160-162 Superior Street CHICAGO 


oy 


fio MARX SIGN WORKS, Chicago 


Piense send me sketches and full particulars conce: ce 
= your electric lyn: cerning 


Run Down— 


Dispirited and ailing people who feel unable 
to cope with winter's hardship will find that 
bracing and beneficial results attend a visit 


To French Lick 
West Baden Springs 


Nowhere will you find more healthful waters 
for sufferers from kidney, liver or stomach 
troubles, They purify the s stem—restore it to 
health and energy. Plenty of social enjoyment. 


Excursion Rates and Good Train Service 
from all parts of the country. 


HICaCo [ybtaNAPOLIS © [oLISvitit QAILRAY. 
Fo 


Superb Hotel Accommodations 


Booklet telling all about the waters and giving 
list of hotels and boarding houses, 
with their rates, sent free, 


FRANK J. REED, G.P.A., 208 Custom House Pl., Chicago 


More than Printing 


HE Printer who to-day gives the 
best service is the one who is not 
dictated to altogether by his customer. 


A certain few advertisers, the number happily 
growing larger every day, appreciate the suggestions of 
the printer, not only as to type, paper and ink, but also 
as to designing, illustrating, form and even expression. 


Recognizing this, the Griffith -Stillngs Press is 
prepared to do much more than merely print, while 
at the same time it is prepared to print in a way which 
- gives character and individuality to the printed thing. 


Every advertiser who gets a certain delight from merely looking at a 
properly printed thing will get considerable joy out of our long, narrow book, 
"The Four Kinds of Men." To all such it will be sent upon receipt of fifty 
cents, To those who become purchasers of our printing the fifty cents will 
be deducted from the first order, however small. 


Correspondence in regard to planning, designing, 
writing or printing catalogs or effective advertising 
matter need cost you nothing, and may be a happy 
opening for both of us. 


Griffith-Stillings Press 
Stillings Buildings, 361 Congress Street 
Boston, Massachusetts 


THIS NEW COMBINATION 
Dresser DRUNK 


is a combination which all 
$65 SYSTEM READERS 


and Business Men will appreciate. 


Enables you to 


Prepaid and 
sent on Ap- 
proval north 
of Tenn.,eastof f 
Miss. River. 


With or 
Without 
TYPE. 
WRITER 


as 
you 
may 


> Foal ous one ONLY REAL 
BUSINESS MAN’S TRUNK 


ever put on the market, Iris all that an ordinary trunk 
can be, and has the following advantages besides: 


FOLDING DESK 


equipped with or without a visible 
writing typewriter. 

ALL GUARANTEED 
to stand the wear of hard railway 
travel. 


TRUNK MADE OF 


basswood body, malleable iron bumpers, hardwood 
Slats, metal-bound sliding trays, three-ply quartered 
oak desk, with pigeonholes, drawers and letter files, 
Visible writing machine is full size, standard keyboard, 
special aluminum frame, weight 11 pounds. 

A Traveling Man’s Favorite. Stenographer 
Bills Saved. Orders and Letters Always 
on File. Business Done privately and in a 
Business-Like Way. Other stylos for ladies 
and men. 


NO MATTER HOW POORLY 
EQUIPPED YOUR HOTEL ROOM 


you always have your desk trunk at hand, Hundreds 
of business men are using them because they are & 
food business investment. Get them for your- 
self and your traveling men. Ask for our Catalog to- 
day—No. A 4309. 


| 


FILL OUT—MAIL NOW 
YOUNG, TOLEDO, OHIO 


Please send particulars about your Desk and D. 
Trunk, as advertised in System—A-4309, Tesser 


Name. 


Stree Ce 


ily State 


Wholesale Lumber Dealer 


Do You Buy Lumber 


For Any Purpose Whatever? 


I make a specialty of high-class Pine 
from one to four inches thick, well adapted 
for pattern purposes, and I am in a posi- 
tion to quote any Jumber buyer or large 
users of lumber prices which will interest 
them. 

l am situatedin the heart of the lumber 
district, and am in close touch with lumber 
bargains, Won't you put my name down 
on your register, and the next time you are 
in the market for lumber, no matter what 
kind of lumber it may be, drop me a line 
and tell me what you want, and I will send 
you prices by return mail which I am sure 
will make you a customer of mine for at 
least a trial order, 

After that, I know that [ can hold your 
business regularly. 


A. S. PIERCE 


RHINELANDER, WIS. 


High-Class White Pine a Specialty. 


FOR 25c 


We will send PROFIT (everybody wants 
it) for three months, a proof impression, 034x 
7% inches, of “Japan’s Reserves,” a reproduc- 
tion of a photograph showing over 2,000 in- 
dividual portraits of Japanese babies—the 
cutest thing you ever saw—a proof impres- 
sion of “The Drummer’s Story,” 7x8}4 in., 
that will give you a contagious smile that 
won't come off, and the handsomest picture 


of Ethel Barrymore published. 

PROFIT isa handsomely illustrated maga- 
zine for business men and women, chock-full 
of instructive, entertaining, timely and sur- 
prising articles, and matter that is of interest 
to everyone who works for a living or is at 
the head of an establishment. 


You will save trouble and time by sending 
$1.50 at once and getting PROFIT for an 
entire year together with the above-mentioned 
pictures. Address 31 Sudbury Building, 
Boston, Mass. 


Don’t Use Old-fashioned 
Bookkeeping Methods 


SAVE TIME AND ENERGY BY USING MODERN SYSTEMS 


In hundreds of concerns the accounting méthods of our grandfathers are still employed. 


Valuable time, energy and i 
alua gy and money is wasted day after day by slow, round-a 
keeping books. y y 2 ay 5 about systems of 


You can’t afford to adhere to these old-fashioned accounting systems. You may get results 


—but by modern accounting systems you could get these same results in half the time—with 
half the chance of error—with half the effort. 


If mistakes are made in closing your accounts, if your books don’t balance, if balance 
sheets are difficult to handle, don't blame your accountant—blame his accounting system. 


Give him new methods. Let him acquire the short cuts, the simple plans, the easy 
systems of modern accounting through 


Wright’s Bookkeeping Simplified: 
BUSINESS METHODS (Wall Street Edition) 
368 PAGES, CLOTH BOUND, PRICE 33.50 


This book is acomplete treatise on inodern methods of accounting. It 
describes in detail all the systems employed by the largest business houses 
in America, And it makes these systems so plain that any accountant can 
handle and apply them to his daily work. 

It is the product of an accounting expert. Every idea, every method, 
every shortcut it gives has been actually applied by the author and 
his assistants during their thirty years of active experience at the book- 
keeper's desk, 2 

It gives you practically the same information for which we get $30 
with personal instruction; which has prepared hundreds of the best book- 
keepers in this city for their present position, some commanding from 
$2,000 to $5,000 a year. 

Our Look is better than adozen business college courses. There is no 
other source save by years of experience through which the student 
acquires the bookkeeping ability that a study of this book will give him. 
Here is but a partial synopsis of what a few of the chapters contain: 

T LIABILITY—This chapter explains how a firm may be hope. 
Jessly s t, although seemingly rich,because opulent in resources, 
due to bad bookkeeping. FRAUD, HOW DETEUTED—HOW PREVENTED— 
There {s only one way to assure honest bookkeeping, and this chapter 
explains !t. "UNIFORMLTY—How to enhance the beauty of a set of books. 
STAND ALOOF—Hints to young bookkeepers and clerks generally that will 
save them from palnful experience. HINTS ON LETTERWE TING — A fault 
that wil henceforth be corrected. TWO PEN PICTUR Old FE and 
a progressive bookkeeper True to life and Interesting. EXPERT ACCOUNTANT 
—Difference between a bookkeeper and an expert, METHOD—How an experienced bookkeeper and a novice go about their 
work in an entirely different manner. ‘The novice who would like to seem experlenced, therefore, had better look into this, 
matter. BUSINESS LETTERS—Many forms. BRANCH HOUSES—How treated. AN EXAMINATICN FOR A BOOK- 
KEEPER'S POSITION—An Ingenious test of ability. ANOTHER TEST. 


WALL STREET METHODS 


How to do business In Wall Street. Trading on margin; dealing in PUTS and CALLS. Forms of all special 
books showing entries in each, all fully explained In the context; forms of all important papers pecullar to the 
business. This feature alone Is worth more than the price of the book; it can be obtained from OUR BOOK 
ONLY; we acquired this information by personal experience and partletpation In Wall Street matters. 


SPECIAL OFFER --A Useful Business Book Free 


The price of our book complete with full instructions, bound in handsome vellum ] 
cloth, SG et noir, is $350 postpaid. But in order to introduce it to SYSTEM ee 
readers we offer a free copy of Webster's Unabridged Dictionary for 1904, 1,442 pages, 
cloth bound. Every business man needs a good reliable dictionary right at hand 
—few business men ever think of securing one, Now here is your chance to get 
acopy of this most useful book, free. Please find enclosed 

We have buta few copies of Webster’s on hand and if you want to take $3.50, for which send 
advantave of this offer, send to-day. Tear out the coupon and send to us me Wright's Bookkeeping 
with your remittance. We offer noney back to those who ask it. Simplified and Webster's 

Unabridged Dictionary. 


Name. 


P. A. WRIGHT & CO. 


CONSULTING ACCOUNTANTS Street .ccccccegeess cece cneeeeee cece eeeeen 
148 W. 14th Street, NEW YORK CITY 


City. cece cree eeee sens Stat@ccee cece acces 


Full and 
complete 
information 
furnished 
on application 
with 
prices 


Current Ledger closed and locked. 


OUR BRANCH OFFICES 


Boston, Mass.,A. G. Clark & Co., 168 Oliver 
Street, Representatives for New England 
States. 

New York City, F.D. Boulanger, 1183 Broad- 
way, Representative for Greater NewYork 

Buifalo, N. Y.. D. R. Rooney, Mo 
Rep. for Buffalo and Western 

Pittsburg, Pa., W. EC ut 

Toledo, Ohio, S. C.H Spl 

lle, Ohio, A. G. Hit, 

ville, Ky., Robert W. Sea, 508 Main St 

Wilmington, N.C, The John R, Turrentine 
Company. 

Indianapolis, Ind., E. O. Hind, 62 Baldwin 
Block. 


M.W 
B. 


Penn Bldg. 
tzer Block. 


Fort Wayne, Ini 

Hancock, Mich., 
Michigan. 

Oskaloosa, Iowa, GM. Beechler. 

St. Joseph, Mo., M. B. Buford. 

Kansas City, Mo., Foster M. Reeder, Dwight 
Bullding. 


Fa, 
Ulrich,'for Northern 


PLEW & MOTT 
1063 Monadnock Block 


THE TRIPLE EXPANSION 


LOOSE-LEAF LEDGER 
(PATENTED) 


Tv 


m 


Tho Mechanism, Note tho simplicity and 
strength, Also the expansion. 


Our Branch Offices—Cont'd 


Roger A. Simonson & Co., 135 Adams St., 
Chicag: 

Los Angeles, Cal.. The California Brokerage 
Co., 206 Tajo Building, Representatives 
for Southern California, 

Santa Rosa, Cal., R. M, Darrach, Represent- 
ative for Northern California. 


OUR EXCLUSIVE SBLLING 
AGENTS 
Kankakee, IIl., Roy & Rondy. 
n 
F 


Peoria, I), Jacquin & Uo. 

Bolse, Idaho, E, J. Faust, 

Atlanta, Ga., The Columbian Book Co. 

Washington, D. C.,S. Kann Sons & Co. 

Mobile, Ala., Mobile Stationery Co, 

Winfield, Kansas, Charles C. Craig. 

New Orleans, Jos, Levy & Bros , Exclu- 
sive Selling Agents for Mississippi and 
Loulsiana. 

Baltimore, Md., Meyer & Thalhetmer, 

Taunton, Mass., Henry A. Dickerman & Son, 


Handsomest and 


Device Made. 


“Tt expands 


other make.” 


ER, Sole Manufacturers 


he Strongest, 
Lightest, 


BEST 
Loose Leaf 


100 per cent 
ore than any 


Current Ledger Expanded, showing pos. 
sible iucrease in number of sheets, 


Our Exclusive Selling Agents—Cont’d 


Newark, N. J., The BH. Shurts Co, 
Watertown, N. Y_, John Stening 
Binghamton, N. Y., Walter lt. Miller& Co, 
Cortland, N. Y., The Beaudry-Allen Co, 
Norfo.k, Va.. The Old Dominion Paper Co. 
Durham N.C S.C, Anderson & Co, 
CineInnatl, Ohio, The Wm. Skinner Co 
Cleveland, Ohio, The Burrows B 
Columbus, Ohio, The Ruggles 
Dayton, Ohio, The Reynolds & Reynolds Co, 
Toledo; Ohio, The Blade Printings & Paper 
0 


Lancaster, Pa., L.. B. Herr. 

Philadelpliia, Pa’, Win. HH. Hoskins Co., 
904 Chestnut St. 

Memphis, Tenn.. R. M. Mansford, Tne 

Oshkosh, Wis., The Medberry-Findelsen Co, 

Appleton, Wis’, Kamps & Sack 

Cedar Rapids, Iowa, Goodyeu: 
Publishing ¢ 


er. 
Marshall 


Houghton 1., Mining Gazette Co 
Salt Lake City, Utah, The Deseret New 
Milwaukee, Wis., The Germania lub Co. 


CHICAGO, ILL. 


Shipping Tags 


you tor iess 


Cut, printed and delivered to 


than your printer can purchase blank stock. 


This is a saving to you of more than halt. 


We purchase the raw material 


the finished product direct from factory to 


consumer. ‘There is but one 


three. 
100 M lots. 
Our 


made 
Write 


portion. tags are 


qualities and all sizes. 


tags and price list. 


particulars. Write us to-day. 


THE HANOVER TAG CO., 


Hanover, Pa, 


This saving is based on figures for 


Smaller quantities in pro- 


A postal will bring full 


S 


GUIDE 


and deliver 


profit, not 


These little mete 


They permit m 
sible by theatd 


matter 


in several But more than 


for sample 


For follow-u: 


for all kinds of 
Used as book 
at once, 


about these gui 


HAW-WALKER 
ADJUSTABLE 


your card records 


you to put your hand Insta 


System so that youn ean tell the 
card In the box’by shuply tie 


Sign your name 
send you samp! 


Ss ax 


Simplify Reference 
Save Time and Trouble 


Increase the efficiency of your 
card system 


The abovo ilustrati " y S Falke 
Adjustabin qustration shows how Shaw. Walker 


uldes Index a box of card records. 


ul guides enable you to divide and sub-divide 

4s muny thes as your needs require. 
inute classification that would not be pos: 
of the old system of Indexing, They enable 
nuly on any card you want—no 


how large your card system, 


this, they arrange and classify your card 


nature and character of any 
notlug the location of the tab on It. 


Pp systems, rors, 7 »ollec: 
systems, they are ¢ card ledgers, credit and collection 


J specially valuable. But they can be used 
card records, and even for hook records, 


Indexes they help you find the page you want 


in the white 5; 
es and an 
ides, 


pace margin and we will 
{ustrated circular telling 


"THE SHAW-\Y/ ALKER COMPANY 


MUSKEGON, MICH. 


Here’s Your Ticket 


We don’t ask you 
to buy it until you 
have tried it at our 
expense. Isn't that | 
fair? 


Paes 
ee 


Give Your Brain a 


20 Days’ Vacation 


At Our Expense 


Give your brain a twenty days’ rest. Stop tiring it with 
Jong intricate columns cf figures. We will send you 


A 5-DIAL CALCUMETER 
FREE FOR 20 DAYS’ TRIAL 


You can try it right in your own office at your daily work for twenty 
days without one penny’s cost. THEN, if you are not fully satisfied, 
return it at our expense. We sell it purely on its merits. :: Figures 
are the drudgery of office work. Continued toiling over long columns 
of figures brings on brain fag. A tired brain continually makes errors. 
Save the time spent in locating these mistakes. Save the worry, 
Save your brain with i 


The Calcumeter 


Adds, Subtracts, Multiplies, Divides 
Marvelously simple. Simply marvelous. 


By 


ones 
re 


SSSA are nee) 


Si 


It combines speed and accuracy to the highest degree and at a 
cost so small as to place it within the reach of every business 
man. No office, no business man, should be without a Gal- 
cumeter. The saving of time and worry will pay for one in 
aday. :: Just fill out the attached coupon and mail to us. 
We will send you the Calcumeter for 20 days’ trial free. 


904 


Give it a thorough test. If at the end of twenty days’ MORSE 
time you find it all we claim for it, send us $10.00. ue 
If not satisfactory, return at our expense. Te 


Please send us full 

particulars about your 

alts Free 20-Day Trial Offer of 

a the Calcumeter, as per your 
= September offer inSystem. 


ASK FOR OUR CATALOGUE NO.1 


The Morse & Walsh Co. 


TRENTON, N. J. 


Soy athe 
Cn CITY ASD STATE 


Our business bs 


| 


Foyer Cylinder Letter 
Press 


The machine is well built, neatly 
Japanned and nickeLplated, and 
presents a very handsome appear- 
eee 


Copies anything from Writing Fluid and Indelible Pencil to Typewritten matter and gives good, clean, readable 
Copies every time, Not only that, but it gives them quickly—twenty letters a minute. 


How Copies Made, Separated and Filed 


The letters are copied on a continuous sheet and are afterwards separated by means of a cutter, ich goes with 
the machine. The copies are then attached to the letters they are inreply to. Where the copy initiates a transaction 
it is filed by itself. 

Where this is done, all letters pertaining to any subject, person or firm may be kept together and instant refere nce 
had to all information bearing on a subject without searchi through several books and turning from paye to page 
This method readily adapts itself to any filing system, away with the book index, so often imperfectly 


The Foyer Postal Scale 


Graduated to } Tells Cost of all Classes of 
i Mail in Cents. Pivot Balance. Tempered Steel 
Pivots. Notched Brass Beam. Weight and Pan, 
richly polished and laquered. Ba 
eled. Guaranteed as good as any s 


pt. 


black enam- 


sale made, 


Realizing that a great Many persons will not use 
Spring scales, we have produced the "FOYER" to 
meet the demand for a balance stale at popular 
THE RETAIL price. It has all the advantages of the spring scales 
PRICE IS in telling the cost in cents on all classes of mail 
matter and also does away with the annoyance of 
$2 5 9) loose weights. Its poise and balance are of that 
e perfection which comes only by the beam and bal- 

7 a Retail Prices: ance method, and its accuracy is absolute. 


1-Pound Scale, $2.50 2-Pound Scale, $3.50 4-Pound Scale, $5.00 


ASK YOUR DEALER FOR ANY OF THE ABOVE GOODS. 
IF HE WON'T GET THEM WRITE US, 
See eee 


FOYER MANUFACTURING CO., 23 Fifth Ave., CHICAGO, ILL. 


SUCCESSORS TO THE AMERICAN BANK SERVICE COMPANY 


You know the 
stamp by the 


oer 


number, ¢ 


The pad is held 
in place by a 
set-screw. [28"" 


The Foyer Desk Tray 


ACCOMMODATES INKWELLS, MUCILAGE BOTTLE, PENHOLDERS 
AND PENCILS, RUBBER STAMPS AND STAMP PAD. 


Made 


in Seven 


This article is 
entirely new 
and is one of 
the most 
convenient 
desk fur- 
nishings ever 
invented. 


No. 1—Holds 6 rubber stamps (any size), 
1 stamp pad, 1 inkwell, or Foyer mucilage 
bottle, and a half a dozen penholders, pencils, 
etc. Dimensions: 8 inches long, 71% inches 
wide and 4% inches high. Weight: Tray 
alone, 2 pounds; complete, 3% pounds. 
Price complete, $1.50. Tray alone, 90c. 


No. 2—Accommodates 9 rubber stamps, a 
pad, 2 inkwells, or 1 inkwell and 1 Foyer 
mucilage bottle and half a dozen penholders, 
pencils, etc. Dimensions: 10% inches long, 
434 inches high and 74 inches wide. Weight: 
Tray alone, 3 pounds, complete, 414 pounds. 
Price complete, $1.75. Tray complete, $1.00. 


No. 3—(Same as illustration), accommo- 
dates 12 rubber stamps, a stamp pad, 2 ink- 
wells, 1 Foyer mucilage bottle, and half a 
dozen penholders, pencils, etc. Dimensions: 
14 inches long, 4% inches high and 7} inches 
wide. Weight: Tray alone, 4% pounds; 
complete, 74% pounds. Price complete, 
$2.00. Tray alone, $1.25. 


—<<$<$<—<_——— 


NOTE: “Complete” means to include Stamp Pads, Inkwells, Mucilage Bottles and Pin Trays, 
as indicated. Penholders, Stamps, etc., not included. 


Sizes 
Nicely 
Enameled 


No. 4—Accommodates 18 rubber stamps, 
2 stamp pads, 2 inkwells and 1 Foyer mucil- 
age bottle, a half dozen penholders, pencils, 
etc., a pin and paper fastener tray. Dimen- 
sions: 20% inches long, 44 inches high and 
7%4 inches wide. Weight: Tray alone, 5% 
pounds; complete, $14 pounds. Price com- 
plete, $2.25. Tray alone, $1.50. 


No. 6—Two-story. Accommodates 24 rub- 
ber stamps, I stamp pad, 2 inkwells, 1 Foyer 
mucilage bottle, and halfa dozen penholders, 
pencils, etc. Dimensions: 14 inches long, 7 
inches high and 9 inches wide. Weight: 
Tray alone, 5% pounds; complete, 71% pounds. 
Price complete, $2.50. Tray alone, $1.75. 


No. 7—Two-story. Accommodates 36 rub- 
ber stamps, 2 stamp pads, 2 inkwells, 1 Foyer 
mucilage bottle, pin and paper fastener tray, 
and half a dozen penholders, pencils, etc. 
Dimensions: 201 inches long, 7 inches 
high and 9 inches wide. Weight: Tray 
alone, 7 lbs.; complete, 1034 Ibs. Price 


complete, $2.75. Tray alone, $2.00. 


Foyer Manufacturing Company, 2 FIrTH AVE. Chicago, Il. 


SUCCESSORS TO THE AMERICAN BANK SERVICE COMPANY 


BIND YOUR LOOSE SHEETS) 


re TENGWALL Fite 


The use of the Tengwall File is as universal as is the 
use of the loose-leaf. The demand for it is as rapidly 
increasing as is the demand for the loose-leaf. The Teng- 
wall File and the loose-leaf go hand in hand in the constantly 
increasing popularity of loose-leaf records for all kinds and 
departments of business. 

The best-known and the most widely-used loose-leaf 
binders in the world are the Tengwall. 

Send to-day for Illustrated Catalog No. 10, containing 
full description and prices of Tengwall Files, 

Ask also for Catalog No. 12, illustrating and describing 
Tengwall loose-leaf price books. 


Tengwall File G Ledger Company 


Dept. S. CHICAGO, ILL. 


LEADING STATIONERS HANDLE TENGWALL LOOSE-LEAF SPRCIALTIES. 


Se 


oy 


Addressing 
Machine 


Cabinet Style for Office ese 


May be closed and rolled 
/ into a corner, out of the 
way, when not in use. 


A CHILD CAN OPERATE IT 


i It’s the only PRACTICAL Addressing Machine on 
the market for handling private mailing lists. 
COST of MAINTENANCE 
must also be considered, and here we are in a 
class by ourselves, because of the 
Low Cost of Stencils and Changes 


} 
\ 
; You can prepare your mailing list on stencils ready for 
i work on our machines at but $250 per thousand 
names, and make changes and corrections at a cost of 
ONE-EIGHTH CENT each. 

We furnish mailing lists of any trade or profession, 
GUARANTEED REVISED UP TO DATE. 

For Addressing Machine request catalogue “D”. 


For Lists request catalogue <oRee 


Rapid Addressing Machine Co. 


79 Dearborn St. B B 290 Broadway 
CHICAGO NEW YORK 


ry or store covers 


~ vhether your facto 
No matter whether y hole block or an 


a single floor, a whole buliding, a w 
entire acre of space, you can 


Get in Touch in a Minute 


WITH ANY DEPARTMENT OF YOUR 


Factory, Store or Office 


BY INSTALLING THE 


GREEN AUTOMATIC 
INTERCOMMUNICATING 


Interior Phone 
System > 


By the use of this system you have no switch- 
poard, no central, no “hello”, no interruption, no delay 
in finding out things instantly, no plugs, no levers 


. Every “Phone Its Own Central 


No waiting for the office boy to answer the ca I] of your 
push button and then go out and look for the informa- 
tion you want and on his way back probably forget 
half that was told him. By the Green system you can 
reach the man you want quicker than your office boy 
could answer your call. 

All you have to do with a Green system is to push 
the button corresponding to the department you want. 
If you have five, or six, or ten, or twenty departments 
there is one button for every department. Simply press the button for the department you 
want and your connection is made. Thus, you can get information quick as a flash, first 
hand, direct, and not in the shape of “hearsay”’ and half-forgotten information. 


It Costs So Little 


that no up-to-date manufacturer or business man can afford to be withoutit. It doesn’t make 
any difference whether your factory superintendent or your general manager isa thousand feet 
away, it takes but two seconds to reach him by the Green system, because this system abso- 
lutely makes the word “distance” meaningless. 

We have installed this system in thousands of factories and stores and offices and every- 
where it gives complete satisfaction. Guaranteed for three years and all repairs and re- 
placements made free of charge except when caused by carelessness or accident. 

___ Ask forinformation about it. Also getour prices. The cost of the service is so small and 
Insignificant that you will wonder how you ever got along without it. ‘ 

We have representatives all oyer he country. Perhaps one in your city. If not, write 
us and we will give you all information direct, together with prices, etc., and also give you 
the address of our nearest representative. Write to-day. Let us know how many stations 
you want, and we will give you the price per station. 


such word as 
“Distance” 
when you 


BUTTON 
and you 
GET 
“YOUR 


We make a neat desk set for of 


A FEW USERS and ENDORSERS: Chain Belt Co.. Mi 2c, Wi PB ree 

epee Yee tee Boremen (er Engine Con Grove Cie Dy eh Schilits, Bre roan 
us, 110, iver Mining hy th, Minn., i i ‘a 

Falls. Wis.. Olive & Myers, Dallas, Texas. OVER 650 FIRMS TG MIST AOE eee USING 


THE GREEN AUTOMATIC. OV 
USING “THe ORES AUTOMATE 7200 IN ALL PARTS OF THE COUNTRY ARE 


Green Telephone an? Electric Manufacturing Co. 
171 Second Street = © MILWAUKEE, WIS. 


Different WU, Addressing Machine 


Addresses ‘2 ! ano Card Index 
IN A MINUTE | js Com@rags 


With a Simple Machine 


Prints direct on 
Envelopes, Tags, 
Statements, Time 
Cards, Clock Cards, 
Pay Checks, Pay 
Envelopes, Etc. 
Papers, Wrappers, 
Ete. 


Indestructible E 
metal printing C A 
plates, type- S 


writer face 


Guides or Tabs for 
subdividing. Names 
instantly located. 


Reference Cards 
with ample room for 
tating prices, terms, 


etc. 
Dimensions: 29 inches wide, 27 inches deep, 38!2 inches high. 


GhAe Card Index Addressograph 


NES ies THE FEATURES OF A COMPLETE ACARD INDEX 
ee ND A PERFECT ADDRESSING MACH 


Indestructible Metal Printing Plates ONE CENT Each 
WRITE FOR BOOKLET “S™ STATE REQUIREMENTS 


| TISERAL ARTS BUILDING te ADDRESSOGRAPH CO. 


WORLD'S FAIR 173 S. Canal St. - - CHICAGO 


i — 


We operate the largest 
mail order engraving 
and printing plant in 
America, twenty-four 
hours a day, every working day in 
the year. We make a specialty of 
every kind of zinc etching, half-tone, 
wood engraving and color work, and 
the best quality of office stationery. 


Send for samples and prices before 
purchasing elsewhere. 99g oS 
Clark Engraving & Printing Co. 
CLARK BUILDING, 


Milwaukee, Wisconsin LENE 


Send 
No 
Money 

In 
Advance | 


We will prove the merits of the 


Perfection Envelope 


Sealer 


by sending you a Sealer on 


10 Days’ Free 


Trial 


Without Payment in Advance 


SEAL YOUR MAIL AUTOMATICALLY 


PERFECTION ENVELOPE SEALER 


This simple and perfect machine moistens, closes and se- 
curely seals envelopes as they pass through the machine. 

Your entire de mmail.no matter how large, is rapidly 
sealed without loss of time. 
Your Jetters will reach your cus- 
tomers free from dirt marks and 
the contents wiilnot be blurred 
as is the case when a wet sponge 
or brush is used 

The Per*ection Envelope 
Sealer is strongly made, orna- 
mental in appearance and oecu- 
pies the lunited space of 8x12 
inches. while the operation is 
situple and means only th tn- 
ing of vcrank after filling water 
holder. 

‘This machine is needed in 
the office which sails twenty 
five letters a day us well 
the ands, and being always 
in either case. 

This is an age of progress 


‘where the output runs into the 
ready for use is equally satisfactory 


, ind success means the employ- 
ment of modern methods. Your office system js not complete 
without a Perfection Envelope Sealer. A 

It will pay you in appearance alone to have this machine in 
your office. to y nothing Of its great utility as a labor and time 
saving device. 

It costs but $15 
convinced by 
aford to carr 


00. Notin advance, but only after being 
trial {n your own office that you cannot 
on your business without it. 


Assure your success by using a Perfection Enyelope Sealer. 


Some dealers have them, any dealer willorder one for you. Agents wanted. 


There isno red tape about this offer. Only send your name 
and address and the name of your nearest expr station, and 
the machine will be sent to you charges prepaid, Hither use 
the coupon below or write on your letterhead. 

‘There are no conditions of any kind: we only ask that the 
Perfection Enyelope Sealer be given under the ordinary 
office conditions in order to demonstrate just what it can do, 
‘Then if you conelnde you do not wish to keep and use the ma- 
chine in your business simply repack and express tO us and we 
will pay the return charges. 


Cireulars and full informa- 
tion on request. 


Perfection Envelope 
Sealer Co. 


PERFECTION 


R AUTOMATIC 
ENVEROPE SEALER 


PATAPPLIED FOR 155 S. Jefferson Street 


— Chicago. Ill, U.S. A. 


«Cut Out Coupon and Mail Lo-day. .. 


PERFECTION ENVELOPE SEALER CO, 
155 S. Jefferson St., Chicago, Ill., U. S. A. 

You may send a Perfection Envelope Sealer to address be- 
<press charges prepaid, on condition that it perfectly 
ctory, the price, $15.00, is to be remitted in 10 da other- 
wise the machine is to be returned to you at your expense. 


low. 


NAM cececceeersce cscs terse eneeeeteenees seen ga tereneeenganeaegesee 


ACALOSS ss cceeecee eens veeeeeeeeeee beeen ence eneeceeeeeeserereeete 
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Get Rid of Bad Debts 


INSURE QUICK COLLECTIONS 


r ak in business without 
i i as to try to make money in ) 1 
P . y to grow fruit on a broom as ake e oss Wits 
pousaight pe eae collections. It is no use to make and Se ote’ a 
a good system of tr : Sees they are sold. Bad debts area reflection on ae ju ime ‘oft 
collect money for siacies on its books, Better not make a sale than i sa e nat isk 10 Pays 
business house that has them will tell you how to get rid of bad debts; how to insur a: esl 
poeos and golecucns i ystems in this book were devised and are uscc ny the 
ctions. The credit and collection sy es in the country. They are contributed by eminent 
5 t business and manufacturing houses in the country 
argest bus a a i ouses 
i eputation, such as: : 
ees ers Gould & Co.; F. F. Peabody, Vice-President Cluett, Bead ay 
Roe SE areas of the Sherwin-Williams co A Her oanel ee H.G. Sel 
idee & Co. enry Ma S. Spiegel’s House “urnishing 3 F. 
1g parcel on Tne cdr eristera ely, Bank, New York 
‘cinner, E ident Chicag edit Men’s Association. : 
ee ee aay Mendliag eugcestiull hundreds of thousands of accounts. 
-day s F us 
Deine WEED OUT diouonest buyers from safe risks—they afford absolute Die 
fae. ane credit judgments—and because of their efficiency they save millions o} 
tection aga 


dollars in bad debts every year. 


200 Pages—Practical Systems— Condensed Experience. 


; 4 at . 2 to 
“Credits and Collections” tells how to organize a complete credit departme at hove 
nereepitie Gheneoiausites of a good credit man; hey 0 poliect OV Pree, 2c one aches 
i ; how to wri oney-getting collection etters; how to handle a caus I 
Josing a customer; how to write money-g ng lonilet Wage charceter andl ttees 
i rifici i -will; y to avoid legal pitfalls; how to judge charact 19 
without sacrificing his good-will; how to avoid leg A ud lection atone 
i ick @ afe cr ; how to utilize banks as collection < y 
‘; how to make quick and safe credit decisions; 1 tilize ba aS ‘ pee 
eas use Alea as a means of securing valuable credit information; how to svete nt 
credit and collection detail work; in fact, how to make the credit department a so 
TANGIBLE profit instead of direct loss, 


READY FOR MAILING —- ORDER YOUR 
COPY TO-DAY. 


Fresh from the press, we have just received a supply 
of perfect advance Copies of “Credits and Col- 
ections.” They are all ready for mailing, 
All ready for you, Do not delay. Do not 

even wait until to-morrow, SEND 

NOW—and we will guarantee 
your Satisfaction, ign your 
name below—cut out this ad- 
vertisement — forward with a 

$2.00 bill—at our risk — to-day, 


Sign your name in this white Space 


ENGRAVING COMPANY ||. 
le wEW YORK 2527 city HALL PL. sCLEN SLANE ELLASTONE ide. | 


CHICAGO, 
\ “FA95T0 207 CANAL ST. 


| Axe equipped to 
do all the work 
of Designing 
ii | Magraving and 
i (|| | ehvting of high- | 
| elass Catalogues, |- 
| Booklets and 


— ITS PLANTS AT 
195 to 207 Canal Sireet 
Chicago 


25 and 27 City Hall Place 
New York 


‘Prospect and Sheriff Streeis 
| Cleveland 


‘Madison and Market Streets 
Chicago 


; bs acne to handle your orders for 
- Engraving and Printing 


Promptly ao satisfactorily 


The Entire Buil 
“Depar 


} 
a 
i 


WRITE FOR CATALOGS 804 B,104B, : 


BAA Wien wef h ge S lo b e-We ry) icke Co gr93 FEDERAL ST. 
4 | SRR iy CINCINNATI -; 7aUn NLRC 


CANADIAN BRANCH, STRATFORD, ONT. 


An Argument for Concen- 
trated Magazine Circulation 


Over one hundred progressive American cities have 
been successfully canvassed by the National Magazine 
solicitors, and the list is being added to each month. 

The canvass is so original, so new, so in harmony 
with twentieth century ideas of business that it is won- 
drously successful. Joe Chapple sent his representatives 
into each of these cities,” to get acquainted with the people, 
the mayor, the judges, the president of the Board of Trade, 
the merchants and newspaper men. Then the work of 
taking subscriptions began. 

Are your goods on sale in these cities’? Why not 
focus a demand for your goods on the local dealer? One 
blow never drives a nail. The concentrated circulation of 
the National is a rat-ta-ta-tat that wakes up the reader 
and merchant alike. 

If the general circulation as represented in the run 
of magazines isa good thing, why isn’t a concentrated cir- 
culation better? It is—and your keen business judg- 
ment tells you so. The National has both—concentrated 
and general—a grand total of 200,000 copies per month 


at $150.00 per page. 


*List of cities together with number of paid subscribers in each sent on application. 


BENNETT CHAPPLE 944 Dorchester Avenue, Boston, Mass. 


- 150 Nassau Street, New York City. 
Advertising Manager 302 Trude Building, Chicago, Il. 


If you want to put 
$10 a month 
where it will earn 
$10 to $20 a 

year (without risk), 
simply sign and 
mail me the 
coupon printed 
below. I will send 
you an interesting 
story about a 
remarkable 
opportunity. 


W. M. OSTRANDER 
434 North American Bldg. 
PHILADELPHIA 


W. M. OSTRANDER, 434 North American Bldg., Philadelphia 


Send, without cost to me, the information about the investment adver- 
tised in System for September, 1904. 


NGO De 5 ee cddilen a 
"AWA OSS onc ME eR 


CUT OUT ALL THIS 
Bookkeeping Drudgery 
wir Cabinet 
Card Ledger; save 
your bookkeeper many 


hours of work, and 
save yourself weari- 


some ‘waits’ for bal- 
ances and reports. 


Get rid of all this night work, 
A Multi-Cabinet card ledger keeps accounts together 
in a dozen places; does away with the carrying of closed accounts. 
It requires no transferring, no reindexing; indexes itself; automatic- 
ally calls overdue accounts to your attention. You can post accounts 
in one-fifth the time required for book accounts, follow collections far 
closer, take off trial balances far more quickly. In sending out 
statements any number of clerks can work at the same time ona 
Multi-Cabinet ledger. It will quickly save time, labor and money 
enough to pay for itself. : 
Write the nearest address for a beautifully illustrated booklet fully describing it 


not scattered 


ALABAMA—Montgomery, W. W. Haygood MISSOURI—Columbla, Columbia Typewriter Exchanze 


ARKANSAS—Little Rock, Alsopp & Chapple Kansas City, Schooley Stationery « 0. 
CALIFORNIA—Los Angeles, Barker Bros, St. Louls, Georgla-Stimson Furniture and Carpet Co. 

San Francisco, Geo. H. Fuller Desk Co. Springfleld, Gardner Brox 
COLORADO — olorado Springs, Miller Printing Company NEBRASKA—Omaha, Omaha Prir ing Co. 
CONNECTICUT—Bridgeport, Horace H. Jackson NEW YORK—Albany. F. D. Sargent. 

Hartford. J. B. Burr & Co. Troy, T. L. Griffin & Co, 

Meriden, Horton Printing Co. OHLO—Akron, National Blank Book Co 

Middtetown, Lucius B Hazen Cincinnati, Gibson & Perin ( 0. 

Waterbury, Waterbury B ank Book Co. Cleveland, Office Supply and Printing Co. 

1 


timer. Caylor 
nited Brethren Pub, Co, 


DELAWARE—WilmIngton, Mercantile Printing Co, 
FLORIDA—Tampa, Benjainin & Owen 
GEORGI 4—Atlanta, Fielder & Allen Co, 
ILLINOIS—Chicago, Marshall & Jackson Co. 

Decatur, L. Chodat 

Galesburg, Go'dsmith & Temple 
INDIANA—Fort Wayne. W. C. Baade 

a Indlanapolls, Bobbs-Merrill (‘o. 

TOWA—Burlington, Acres, Blackmar & Co. 

Cedar Rapids, Frank A, Hall 

Davenport, E. M. White 

Des Moines, Geo, A. Miller Ptg. Co. 
KANBAS—Topcka, M. L. Zercher Book and Stationery Co 
LOUISIANA—New Orleans, Dameron-Pierson Co , Ltd, 
MARYLAND—Baltimore, Young & Selden Co, 
MASSA 'HUSETTS—Haverht 1, William E. How 

Worcester, A. P, Lundborg 
MICHIGAN—Ann Arbor, Mack & Company 

Detroit, James Fitzsimons & Co. 

ca peeginaw, The Unique Office Supply Co. 
MINNESOTA—Duluth, Duluth Paper and Stationery Co. 
Minneapolis, Edwin R. Williams 

Winona, Elmer & Wanzer 


Let Me Train Your Boy 
for Business. - 


F YOU HAVE A BOY T have something to say to you. 
You are to a large extent responsible for his future. He is 
depending upon you fora mental equipment that will enable 

him to win out when he enters business life. That equipment 
must include the ability to calculate, 5 . % 


“The public school system is enough to drive a man 
wild," said a prominent business man to me the other 
day. ‘My boy is twelve years old, nearly as tall as I 
am, and he’s learning to sew! That same boy can do 
all kinds of fearful stunts with equilateral triangles 
and cube roots, but he can't add acolumn of figures to 
save his neck. He's busy now writing a critical essay 
on Shylock, and if I were to ask him right quick the 
sum of seven and four he would most likely say *ten.’* 


When your boy leaves school for business, his 
employer won't give a rap whether he can recite 
Homer's Iliad, or tell in what year some Roman em- 
peror reigned. But he tei// want him to be able to 
add up a bill of goods correctly, or be able to figure 
out the interest on a 60-day note. This is the kind 
of knowledge on which his salary will be based and 
his advancement depend. 


The COMMERCIAL CORRESPONDENCE SCHOOLS 
of ROCHESTER, N. Y. is ‘the only school in the United 
States that makes a specialty of commercial subjects alone, 
One of our courses is RAPID CALCULATION. ‘Weteach 
a method by which anyone, young or old, can handle figures 
with an almostintuitiveaccuracy. Wecanteach your boy to 
read figures as he now reads words. We can show him how 
to add, subtract, multiply or divide figures in his head. 


The ability to calculate will make your boy quick to grasp 
the situation; quick to see results. Quick decisions lead to 
fortunes; sluggish and indifferent methods invite bankruptcy, 
The Bradstreet Co. report that last year 77 per cent of 
business men failed owing to incompetence. That a large 
proportion of these failed through a lack of ability to calculate 
there is no doubt, because the curriculum of all our schools, 
common and academic, is not adapted to the needs of the 
average boy, who, if he succeeds at all, must do so along 
practical lines. 


This course in RAPID CALCULATION is sent by mail. 
Your boy can study itathome, It will enable him to do his 
school work in one-third of the time usually devoted to it, by 
teaching him to calculate rapidly and accurately. Further, he 
will be acquiring a facility in handling figures that will be of 
untold benefit to him when he leaves school for business life. 
It will mean quick advancement for him atthe start. This 
Knowledge twill be tuorth more to him than anything 
he can learn in school or college in five years. 


Is it not your duty to sce that your boy is equipped with 
this necessary training in the handling of figures? Let me 
send you a copy of our free booklet, “RAPID CALCU- 
LATION.” Write me to-day. 


a es 2 Commercial Correspondence Schools, of Roch- 
ester, N. ¥, teaches also Bookkeeping, Business 
Arithmetio, Shorthand and Typewriting, Penmanship, 
English and Letter Writing, Commercial Law and 
Banking. If you are Interested in any of these sub- 
jects write me and I shail be glad t send you, free, 
all particulars concerning any course. 


ROBERT J. SHOEMAKER 
Vice-President and General Manager 
1341 Commercial Bldg., Rochester, N.¥- 


Tear off this Corner and Mail it To-day. 


To ROBERT J. SHOEMAKER, Vice-Pres. & Gen. Mgr. 
134L Commercial Bldg., Rochester, N. Y. 

Please send me your free booklet, ** Rapid Calculation 

aim also interested in those subjects | have marked with an 

|_ Bookkeeping Penmanship za] 


_ Business Arithmetio English & Letter Writing) 


Shorthand Commeroial Law. 


2,700 Cloth-bound Copies ot 
this Manufacturer’s Number 
Are Left 
Shall We Save One for You? 


; om 
t | [ima noms 
2) SA 


VERY month we receive requests from hundreds of our subscribers Y 
for cloth-bound copies of SYSTEM. The number of these requests i 
. 


received after the announcement of the Manufacturer’s Number was 
so large that we had to issue a part of this edition in cloth-bound form. 

Only 2,700 of these cloth-bound copies are left unordered, If you want 
a copy don’t delay—send for it now. 

There are hundreds of ideas, plans and suggestions in this issue that 
you can use for months. You may not be able to use all the ideas at once 
—but keep the edition for future reference—consult it whenever 
office difficulties arise. Some day you may find the 
the Brown Hoisting Machine Company or the selling system of the A. B. Dick 
Company worth a thousand times the price we ask for a clo 


red vellum. Or better still, send $2.00 for a year’s subscription to SYSTEM 
(new or renewal) and we will send one of these cloth-bound copies free. 


[ain 
THE Syst—EM Company - CHICAGO 


A NEW CATALOG SYSTEM | 


By T. E. LOWE | 
«My biggest item of promotion expense,” 
said a big manufacturer recently, “is the 


money I spend for catalogues. One edition 
itself doesn’t cost so much, but I scarcely get 
out one edition and distribute it than a change 
in prices forces me to get out a new edition. 
Altogether I have to print and distribute every 
year four separate and distinct editions of a 
200-page catalogue.” 

This is a problem thousands of manufac- 
turers are facing. Keen competition, financial 
changes, market conditions, force prices up 
and down. A catalogue a few weeks old is 
an uncertain authority—after a few months it 
is nearly, if not entirely, worthless. 

Many manufacturers have endeavored to 
solve this problem by using supplements or 
sheets calling attention to certain changes. 
But this method is unsatisfactory, since these 
sheets are easily mislaid and lost. 

The Heinn Company of Milwaukee have hit 


upon a practical plan that, if generally 
adopted, will put an end to this catalogue 
difficulty. This concern manufactures loose- 


leaf books and supplies of all kinds. They 
reasoned that if a set of account books could 
be made perpetual—if dead pages could be 
removed and new ones inserted with account- 
ing records—why can’t this same loose-leaf 
idea be applied with equally good results to 
catalogue work? 

This idea formed the basis of the Heinn 
loose-leaf catalogue system—a system that 
uent issuance of catalogues un- 
With this system a catalogue be- 


comes almost perpetual. When prices change 
on any article, the page listing this article is 
removed from the specially constructed loose- 
leaf binder, and a new sheet, with revised 
prices, is inserted in its place. Such a cata- 
logue can be kept always up to date no matter 
how often prices change or how much time 
elapses after its date of issuance. 

Thousands of manufacturers have already 
adopted this system. Such houses as Hibbard, 
Spencer, Bartlett & Company, who issue cata- 
logues in hundred thousand lots, would not 
go back to the old system at ten times the 
cost of the Heinn method. 

True, a loose-leaf catalogue costs a trifle 
more to issue than a bound catalogue. But 
the saving in additional catalogue editions 
that would otherwise have to be issued not 
only pays the extra cost of the loose-leaf 
binder, but pays a profit besides, in a single 
year. 

Tf other concerns are saving and making 
money by the Heinn loose-leaf catalogue sys- 
tem, why can’t you? Simply address the 
Heinn Company of Milwaukee for further in- 
formation. (See their announcement to the 
right.) Their literature is full of interesting 
information that every catalogue man should 
read and remember. Write them to-day. 


ey 


FIRST IN ~ ‘BUSINESS’ 


irits a ‘LOOSE LEAF BOOK” we maxe it 4 


IF INTERESTED WRITE 
IF NOT,—WRITE ANYWAY. 


THE HEINN COMPANY, MILWAUKEE, WIS. 


ORIGINATORS OF MODERATE PRICES, 


Oo you issue a 
Catalog? 


As the Originators of the 

Loose-Leaf System of Catalog- 
ing and Accounting we want you 
to know something about the 
special methods we devise to fit 
your particular needs. 
There’s a new idea in catalog making, 
it’s the loose-leaf idea, and it’s ours. Keeps 
catalog as up-to-date in December as in Jan- 
uary. No dead wood—no creeping paraly- 
sis—all live matter. 


Ask Hibbard, Spencer, Bartlett & Co., 
Chicago. We equipped 23,000 of their cat- 
alogs with our loose-leaf binder. Ask In- 
land Type Foundy, St. Louis. Ask Baker 
& Hamilton, San Francisco; Boyertown 
Casket Co., Pennsylvania; Westing- 
house Electric & Mfg.Co. Ask 
anyone who has‘used or 
seen oursystem... 
The Heinn Co 
MILWAUKEE 


WISCONSIN 


U.S.A. 
TEAR OFF RUS 


Grade Lowse Leal Ledger Pir.ssecscssonseereweners 


OULDN’T you like to utilize 
in your business the selling 
plans, the ideas, the methods, 

the successful schemes of an ac- 

knowledged advertising authority; of a 

man who has built up big businesses ? 

Then read—study 


“Successful 
Advertising 


How to Accomplish It” 


The author of this book is a practical advertising man; one who has managed the 
advertising departments of eight of the largest retail and mail order advertisers in 
this country. He knows advertising as Blackstone knows law ; as Edison knows 
electricity. He knows all its possibilities—all its uses. And in this book he has 
crystallized his knowledge—condensed the results of his wide experience—for your 
perusal and application. 


If you want to build up a powerful advertising and selling force in your business, you 
cannot afford to be sriot “SUCCESSFUL ADVERTISING.” To read it is to know 
all that is to be known of the rock-bottom principles of business-getting publicity. 


400 PAGES 
Advertising Experience—Actual Selling Methods—Advertising Success 


Every phase of advertising is treated in the 400 pages of Mr. McDonald's work. You are 
told how to sell MORE goods: how to write strong business -bringing literature ; how to 
buy magazine and newspaper Space, how to reach consumer, dealer, wholesaler; and how 
to plan and execute sales campaigns. 


Mr. McDonald not only tells HOW to advertise, but when and WHAT to advertise. 
He gives you advertising schemes and trade winners for all seasons of the year, for 
all lines of business. He points out new ways of getting more trade from old cus- 


tomers and new ways of getting trade from customers you have heretofore been 
unable even to reach. 


SPECIAL PROPOSITION 
A COPY OF “SHORT CUTS” FREE 


Mr. McDonald’s book—a handsome De-Luxe volume bound in rich 
substantial, two-colored vellum and printed on hand-made eggshell — 
paper—costs but $2.00 the copy. But this month we have 
decided to offer a copy, of “SHORT CUTS” free with every 
copy of Mr. McDonald’s book that we sell. We need say 
nothing about “SHORT CUTS”—this pamphlet is 
already famous. Its 32 pages—crammed full of office 
time-savers, short cuts, worry decreasers—have been 
the means of simplifying the work of thousands of 
office men. And if you act at once you can get 
a copy of this valuable little pamphlet without 
charge. Our stock of “SHORT CUTS” won’t 
last long. Wrap a Two-Dollar bill in the 
coupon to the right and send to us to-day. 


COMPANY, 


First National Bank 
Bldg,, Chicago, Ill, 


Enclosed find £2.00 for 
which send me a copy of 
Successful Advertising so 
that I may learn how to sell 
more goods— 


how to advertise 
Successfully. 


This cannot happen ifyou use 


The 


Ball-Bearing 
Vertical Files 


ee filing systems are far from complete without the 
agemater absolutely frictionless ball-bearing attachment 
The heavier these large drawers are 1 y E 
cone when filled with papers, the feasica they ailtene ane ee 
‘'agemaker Ball-bearings are placed on the drawer supporters and 


work independent of the drawer, i ing i 
¢ J er, insuring in: ion ei 
when withdrawing or closing the dtawers: pea ca cans 


This is no delicate piece of mechanism, but is constructed strong and durable and will last a lifetime 


Why Buy a Cabinet with Detachable Ends 


and Pay 
$8 to $10 more? 


(The construction with de- 
tachable ends is clumsy and 
spoils the general appearance). 


A cabinet with detachable 
ends of more than one section 
is never complete and the sec- 
tions, cannot be separated and 
used in different departments 
without extra cost. 

By changing the detachable ends from. time to time as your 
systems expand they are sure to become imperfect in fitting and 
another mar to the general appearance of the cabinet. 

Every Wagemaker cabinet is complete in itself—no setting-up—no adjust- 
ing—and two or more may be placed close side by side, requiring less space than 


cabinets with detachable ends. Ee 
Wagemaker cabinets are more rigid and durable. 


A Card Index Drawer, too, 


is constructed in the top of Wagemakex cabinets for filing index cards when the 
numerical system is used in the filing drawers. A complete system in each cabi- 
net and out of the way when not in use. 
No other cabinet provides this feature. ‘4 F ’ 
Wagemaker cabinets have the greatest amount of filing capacity, together with 
solid ends, the card index drawer, ‘ball-bearing attachment and the very best 
finish obtainable, still at a lower price. Write for our 64-page catalogue. 


LIVE DEALERS HANDLE OUR GOODS IN ALL PRINCIPAL CITIES 
Manufactured by 


Wagemaker Furniture Co., Ltd. 


Main Office and Factory: GRAND RAPIDS, MICH, U. S. A. 


cy Told You So” 


Circulation 


September over 200,000, increasing 
from present contracts over 25,000 per month. 


Advertising Rate 


Now one dollar an agate line flat, subject to 
raise in near future. 


Results 


Ask any of the shrewd advertisers who did not 


need a Surgical operation to receive a mental 
impression, 


Ford Publishing Company, Indianapolis, U. S. A. 


PIERCE UNDERWOop, Advertising Manager 


1313 Hartford Bldg., Chicago 140 Nassau St., New York City 


IF YOU HAVE READY CAPITAL 
I CAN DOUBLE IT 


A Safe, Legitimate Investment Opportunity 
That You Can’t Afford to Overlook 


I have been in this investment business for ten years. No one in the entire 
country has devoted more time, more study, more work to this one line than |. 
Not only have I placed thousands of dollars’ worth of money for other people. 
but I have invested my own money as well. I know investments as Blackstone 
knows laws. 

I confine most of my operations to gold mines, because 
best and pays my clients best. In all of my experience as an investment specialist 
1 have never known a single case where a real substantial gold mining investment 
failed to yield fair and regular interest. Those men who have lost fortunes in 
mining properties are not investors, but speculators. There is a wide line 
between a gold mining investment and gold mining margin. 

The speculator is a gambler. He seldom knows what he buys. Often he 
does not even know his property exists. But the investor knows to the dollar 
what he is paying for; he has facts, specific figures, sworn proofs before him 
of the exact value of his property. His investments are mathematical calcula- 
tions to him; he knows before he buys a penny’s worth of stock how much he 
can make. 

Now I have a proposition of interest to investors of this character. It is not 
a speculation, not a risk. There is not even an uncertainty about it. The propo- 
sition I offer is this—I have a few shares in one of the most promising mines 
in the world—a mine situated in the very heart of the richest gold district in 
the world. Over sixty-five million dollars’ worth of ore has been taken from 
this mine in less than eleven years. Yet this is but a mere fraction of the ore that 
is still to be taken out. There are 350,000 tons of good pay ore loose and 
on the dumps already mined, Furthermore, I know so positively the rich deposits 
of ore this mine will produce from now on that I have taken a heavy interest in 
it myself. If I had more available capital I would buy up the remaining stock. 

But I have not, and my misfortune is your opportunity. I offer these shares 
to SYSTEM readers, particularly to shrewd manufacturers and business men 
who have the brains to appreciate a good investment chance and the money to 
take advantage of it. I do not want you to buy a dollar’s worth of stock until 
you have examined the tangible proofs that show the immense quantities of ore 
in this mine and have become convinced, as I am, of the unusual merits in my 
proposition. ; . 

We propose to build a 1oo-ton mill at once to work the rich dumps and can 
pay good dividends soon after the mill is in operation. Reh ~~ 

Let me send you my handsome illustrated booklet. This itself is worth 
sending for, even if you have no intention of investing. It is brimful of points 
for investors. Write to me to-day. 


I find it pays me 


ANDREW L. BUSH, 307 Main St., Springfield, Mass. 
Highest Bank References. 


Solve All Your Business Problems 
WITH THESE BACK ISSUES OF SYSTEM 


E have collected 
twelve of the 
strongest back num. 
bersof SY STE Y 
that we have ever 
published. Each one 
of these twelve num: 
bers contains a vita] 
article on a vital part 
of business; each 
number is teeming 
with practical busi- 
ness ideas—time-say- 
ing, expense-decreas. 
ing, money-making 
systems that you can 
fit to your own busi- 
ness. There is 
scarcely a line of business or department of business whose work is not 
touched upon and simplified in these series of back issues. beet 
Every SYSTEM reader—whether an old or new subscriber— 
Should have this set of numbers constantly at hand for felon era 
Problems are arising every day that demand the application of 


he ideas 
given in these issues. Why waste your own time and your es 
energy with these problems when SYSTEM contains complete worked- 
out solutions that you can use? 


Not Only Business Ideas—But Actual Workin: 


Contributed by Successful Business Men 


Ten 1903 numbers, two of the best 1904 Issues, compose the set. 
accounting—manufacturing—cost keeping—factor 


There are systems for buying—selling— 
'Y organizing—correspondence—and all departments of business. 

Mr. P. C. Dolard’s complete series of articles on ‘How To Sell Goods By Mail” 
are given in these issues, Helen Mar Shaw’s series of articles on ‘‘ How To 
Organize and Conduct An Advertising Department” are also contained in the 
set. And hundreds of other articles just as valuable as these. 


HALF- PRICE OFFER 
And A Copy of «Short Cuts’? Free 


SEND ONLY ONE DOLLAR and we will send this 


=tior bers at once ( repaid). In addition 
to this we will include a Copy of the famous little pamphlet, * Short 
: & crammed full with business ideas, 
Ime-Savers, i i 
Seti ee S ver 10,000 copies sold. One js 
Remember this is a half-price offer, SYSTEM is twenty 
cents the copy. You get twelve issues for a dollar—less. 


than ten cents apiece. Clip the co 
us with a dollar bil P upon now and send to 


Enclosed 
find $1.00 for 
which pleasod 
send me one set of 
the special back 
numbers of SYSTEM— 
comprising twelye nume 


‘Time, Labor and Money 


ARE THE THREE SILENT PARTNERS IN EVERY BUSINESS 


The Egry System in Shipping 
WORKS IN HARMONY WITH THE PARTNERS BY BEING 
THE MOST ECONOMICAL SYSTEM ON THE MARKET, 


SAVING FROM TWENTY TO FORTY PER CENT IN COST 
OF MAINTENANCE. 


} Successful Business Men Everywhere 


ARE RECOGNIZING THE MERITS OF 


EGRY BUSINESS SYSTEMS 


Retail Merchants Should Inquire for 
“THE EGRY SALES SYSTEM” 
Lumber and Coal Dealers for a The EGRY 
eee Daina AUTOGRAPHIC 
ur i 
“THE EGRY REQUISITION SYSTEM” REGISTER CO. 
Manufacturing Concerns for DAYTON, O. 
“EGRY ORDER, PACKING, TIME and COST SYSTEMS" 


WRITE FOR PARTICULARS TO-DAY aR” 


S-8-"04 


Please send us full particulars 
about your devices as applied to 
our business, which is 


ee Se et 
Visit us at the Fair--St. Louis--Varied Industries—77 E St, 
——_ 


The Egry Autographic Register Co. ee cos 
Dept. S DAYTON, OHIO, VU. S. A. 


Egry Registers are used exclusively atthe Universal 
Exposition, St. Louis, by the concessionaires. Address 


it large or small. So 


5 , Sere ero iness, be 
is a vital necessity in any business, usiness men that 


wenerally is this recognized by b 


EXPERTS 


who understand how to go about it to systematize 2 
business, in a practical manner, are always in demand. 
From the smallest office up to the big manufacturing 
plant, every business concern is looking for the me 
who can reorganize their business along economical, 
systematic lines. Every one of the large corporations 
has a permanent place for.such a man at an attractive 
salary. Good men have all they can do and easily 


EARN $25.00 TO $50.00 A DAY 


But there are not enough men to supply the demand. We have on file 
right now applications from manufacturers of such labor-saving office 
devices as are described in this magazine who want capable systematizers. 


WHY NOT YOU? 


We can prepare you for the profession of Expert Systematizer, or if you 
do not-care to follow it as a profession, we can help you earn more money 
by making you worth more to your employer, whoever he may be. 


THE INDIVIDUAL HOME-STUDY COURSE IN SYSTEMATIZING 


Prepared by and conducted under the personal supervision of six of the 


country’s leading experts will teach you how to perfect the systems for any 
or all of the following: 


J.B. GRIFFITH, Director, 


THE BUSINESS ORGANIZATION THE ADVERTISING DEPARTMENT 
THE PURCHASING DEPARTMENT THE SALES DEPARTMENT 


THE STOCK DEPARTMENT THE ORDER DEPARTMENT 
THE OFFICE RECORDS COST ACCOUNTING 


THE FACTORY ORGANIZATION SPECIAL SYSTEMS 
THE CREDIT AND COLLECTION DEPARTMENT 


THE BOOK-KEEPER PUBLISHING CO., Ltd.. 
Detroit, Mich. 


Are you interested—do you want 

to know more about this Course ? 
. Please send me free booklet giving full informa: : 8 
Berar Individual Home-Study Course in: Then fill out the coupon and mail 
it to us. We will give you full 
information. 


Name 


Town... 


Occupation ....... 


DON'T WAIT—DO IT TO-DAY 


The Locke Adder! 


ADDS, SUBTRACTS, MULTIPLIES, DIVIDES 
A MECHANICAL BRAIN THAT WILL 


Xe 


SAVE YOUR BRAIN 


Long and intricate columns of figures are the bug-a-boo of office work. They 
consume valuable time, cause brain fag and worry. They tie a man to his desk long 
after working hours. Remove the drudgery from your business with 


THE LOCKE ADDER 


Will do everything a high-priced machine will do and many thingsit'can’t. It adds, sub- 
tracts, multiplies and divides. In the office, in the stockroom, in checking invoices, account- 
ing, inventories, at the end of the month—every day in the year it will save time, money, work 
and worry. :: The human brain will err. The Locke Adder, constructed onaccurate mechan- 
ical principles, will not. In accuracy, speed and durability, it excels higher-priced rivals. 
No intricate mechanism to get out of order, Light and easily handled. A space saver as 
compared to others. {| Two dozen Locke Adders will occupy less space than 
one of the high-priced machines. And far greater than all is the vast dif- 
ference in cost. A cost so trifling that thesmallest business cannot afford 

to do without one. So trifling that every department of a large store or 
factory can be supplied at a less cost than the outlay demanded for a 
single one of the expensive makes. It would cost too much to get a 
high-priced machine for each department, but the LOCKE ADDER 
costs so little that every department of the factory or office can 
have its own adding machine. No time wasted waiting for someone 
else to get through with his work. 


ALL METAL MODEL $5.00 


Prepaid to any address in the United States, Canada or Mexico. 
Write for free Booklet. We want agents in every community. 


C.E. LOCKE MFG. CO. 


35 Walnut Street, KENSETT, IOWA 


See our Evhibit, Liberal Aris Blag., 
St. Louis Exposition 


| 
| Buy At Bottom Prices 


by using the best purchasing 


| devi 
) system ever devised 
Zs It will keep ready at hand, 
right at your elbow, in 
| ; 
concise, get-at-able form, 
a: SS all the detailed informa- 
Seieiittien berioteae a P : 4 
cards is the basis of tion you need in buying. 
SO Cae complete and comprehensive system. 2 
Put your purchasing on a scientific, 
; Wy 
Use A Rockwell-Wabash System 
IT WILL TELL YOU 
—What prices have been quoted —What the last similar order 
you 3 cost 5 : 
—When they were quoted —What price you.agreed to pay 
—Who quoted them —The amount purchased 
——_ NVA { (eg i ve on 
W Be Gace ON DENTS —Terms agreed on 
imerent lines \ : ‘ 
—When to expect shipment 
—Where to find them I ‘ 
—What order was entered —If goods arrived, when 
—Its number —Number of invoice 
Call at the nearest address, or mail a postal card, and receive an illustrated book describing the system in full, 
MOBILE, ALA. BAttimone, Mp. « Ricumonp, Va. R 2 
A. L. Gould, 55 South Royal Street, Wm, J.C. Dulaney & Co. . Southern Stamp & Sta. Co., 126 Main St, 
BIRMINGHAM, ALA, DETROIT, MIcH. SEATTLE, Wasi. 
Roberts & Son, 1814 Third Avenue, Gregory. Mayer & Thom Co., 107 Woou- J. R. Justice, 210 Columbia Street 
Sax Francisco, Car, ward Avenue, Tacoma, Wasi, 
Payot, Upham & Co,, 204 Pine Street, Kansas City, Mo. E. H. Hoover & Co. 
DENVER, CoLo, Scotford Stamp and Statlonery Co, MILWAUKEE, WIs. 
Merchants Pub, Co., 1615 ArapahoeStreet. OMauA, NEB, Hendee Bamford Crandall Co,,Wells Bldg 
Norwicu, Conn. Klopp & Bartlett Co. MONTREAL, QUEBEC, Can. “ 
W. P. & C. P. Potter, 10Shetucket Street. New York City. Canada ‘Oitics Furn. Co,, 221 St. James St. 
BSavannan, Ga, Derby Desk Co,, 145 Fulton Street, WINNIPEG, MaN., CAN, 
M. 8. &D. A. Byck, 10 Bay Street, Burrato, N. Y. Richardson &' Bishop, 213 W. McDermot 
INDIANAPOLIS, IxD. Whiting Stationery Co., 274 Main Street, Avenue. 
Levey Bros. & Co.,21W. Maryland Street, CINCINNATI, O10, ToRonTO, Onv., Can. 
Srovx City, Iowa, Levy & White, 221 East Fourth Street, O. B, Stanton & Co., 45 Yonge Street. 
Perkins Bros. AKRON, OnI0. SYDNEY, AUSTRALIA. 
fe | DES Momxes, Iowa. The O’Neil Co. John Sands, 
= i Koch Bros. Co., 321 Locust Street. CANTON, OuIO. Manita, P. I 
PORTLAND, ME. 


L. A. Baer. . W. Riley & Co. 
5 DLO MBarrows Co., 30 Exchange Street. CoLumsns, Ono, D Riley & Co. 
OSTON, Mass, P.G.& A, Howald, 50.N. High Stree 4 

Thorp & Martin Co., 66 Franklin Street, ald, 5 eh Street 


——___ 


ROCKWELL- WABASH CO., 151-153 Wabash Ave., Chicago 


St. Louis Branch, Security Building 


Special Sale ofDesks | 


We must move from our floors 
at once $40,000 worth of Gunn 
Desks (made during the summer) 
to make room for our big stock of 
Gunn Sectional Bookcases for the 
Holiday Trade. 

We will make special prices on these desks if 
ordered within the next few weeks. It is an 
Opportunity you cannot afford to overlook to 
secure the famous Gunn Desks—made as only 
Grand Rapids furniture is made—at exception- 
ally low prices. 

We show in this advertisement a few popular 
styles. They are a portion of our line of 250 
) patterns, in all woods and finishes, fitted with 
. { our time-saving drop front pigeonhole box— 

We roll top, flat top, with or without typewriter 

OY arrangements. Also Gunn Filing 

A; 


\\ Devices. 


GUNN drop front 
| Pigeon holo box 


Our handsome 64-page catalogue 
gives detailed information about 
Gunn Desks. Send for it to-day. 
(Mailed free.) Do not buy until 
you see our very latest patterns 
arranged for up-to-date office use. 
Remember we guarantee every 
Gunn Desk. 

Our Reference—‘‘The user, (he 
man with theeGunn,” Bradstreet, 
Dun 6rany bank in Grand Rapids. 


Gunn Furniture Company 
GRAND RAPIDS, MICH. 


ALSO MAKERS OF THE FAMOUS 
GUNN gSECTIONAL BOOKCASES 


If you have say two hundred or more active ledger Bes. it is the 
i simplest, plainest economy for you to use the 


Hoskins Imperial Loose-leaf Ledger 


The adoption of the Hoskins loose-leaf books (ledgers, jon eee Purchase 
records, day books,sinvoice books, stock books, order books) will not ey Se 3 e aI g 
aS But it will cut out the unnecessary labor—do away wit RG im} Scan ae 
is eee acts accounting. No dead accounts. No transferring. No indexing. No 
aa es er vrockine 100se-leaf books we can easily demonstrate, te ey wil 
evince sufficient interest to drop us a line on the subject. J any event, write for our Loose- 


leaf Ledger Booklet. 


talogue—office furni 
a place on the de 


re and all 


fice supplie 
ofe 


fice manag 


907 Chestnut St, 
Ph tladelp hia 


Grammar Simplifled 
Knack of Using Words) 


NO MORE STIFF LETTERS 
If you get a copy of Sherwin Cody's Good English Form 
$ Book {n Business Letter Writing 
This 1s the ONLY book published which will teach 


tural, simple, effective style, instead 
ed commercial Jargon which the best 
trying toget away from, and which 
ler books on this subject. 

50 model letters 

ontains — Pp; 


usage, etl 
Postpai 


“It is the ONLY course of 

Mail, including advertising 
Ip, ete , which leayes the reader in posses- 
slon of facts that will prove of benefit tohim in a busi- 
ness way.” 

«Just my Idea of what it ought to be. It should double 
the efficiency of the average correspondent.” 

. . H. Jefferson, Ady Mer. Lyon & Healy 

Sherwin Cody’s four home study books on English, 

postpald €2, returnable, 


SCHOOL OF ENGLISH, ~ 


Lic Ww EST RATES 

A enema 
0 > Aas ears . 

ost SUG rede and rate Se a 


Gro. J. Crarurox 
General Passenger Agent, Chicago, Ill, 


631 Opera House, Chicago 


“TF ADVERTISERS UNDERSTOOD” 


Aug. 18, 1904. 
H. M. Van Hoesen Company, 


110-112 Sherman Street, Chicago. 


GENTLEMEN:—We are in receipt of imitation typewritten 
‘etters with names and addresses filled in, and take pleasure in 
saying that yours is certainly the best work of its kind we have 
ever had done, and the promptness with which you always execute 
our orders is also very gratifying to us. 

We are certain that if advertisers understood the excellent 
facilities you possess for executing work of this kind, your splendid 
equipment would constantly be taxed to its fullest capacity. 

Very respectfully yours, 
Lorp & THomAs PuBLISHING HousE, 
R. S. Thain, Ass’t Mgr. 


We have hundreds of testimonzals like the above. 
After you have tried our work we will have yours. 


DAILY CAPACITY 


Form Letter Department over 500,000 
Operating Department over 100,000 
Mailing Department over 100,000 


We guarantee satisfaction on every order. 


Samples and prices on request. 


Our booklet entitled “FORM LETTERS” contains valuable 
formation for all advertisers. Free for the asking. 


’PHONE HARRISON 4529 


110-112 Sherman Street CHICAGO 


THE FIRST ANNUAL AMERICAN 
BUSINESS SYSTEM EXPOSITION 


A NATIONAL BUSINESS SHOW—WHERE WILL SBE EXH IBI TED 
THE GREAT LABOR-SAVING, AUTOMATIC DEV ICES: (op MO DEN 
BUSINESS—THE GREATEST FAIR FOR THE MAKER por TY! E- 
WRITERS, BUSINESS EQUIPMENTS AND SUPPLIES EVER HELD. 


MADISON SQUARE GARDEN, NEW YORK CITy 


DECEMBER 12th, 13th, 14th, 1904 


i © 1D s of Madison Square Garden will swing open to - 
n the morning of December 12, 1904, the doors of Ma 3 1 ! ge 
itt the great American business public to the first Business System Fair ever held in this country, v 
The entire floor space in this giant coliseum will be filled as no other Fair ever filled it with 
the exhibits and-displays of hundreds of America’s largest and most progressive makers of business 


goods. 


devices wi 


thin the last decade. 


One-half the office detail we did by hand or brain fifteen years ago, we do by automatic 
to-day. Machines do our adding, multiplying, subtracting, dividing, simplify our accounting, 
us to print in our own offices a million copies of any letter we wish to circulate, stamp, address, seal 
envelopes forus, handle nearly all the routine end of our work, lighten our labor, increase accuracy 
and results. - ‘ : 

Some of these great inventions SYSTEM’S readers have already installed in their offices—but 
there are multitudes of other machines they do not even know about. 


Here at the Business System Exhibit a visitor can find them all. 


We have needed an exhibit like this. Even as progressive as the readers of SYSTEM are, few 
of them have any conception of the remarkable advance that has been niade in labor-savin 


g Office 


process 
enable 


Every manufacturer of busi- 


ness goods will be represented at the Garden, from the maker of typewriters to the maker of card 
systems and oflice equipments. Side by side the visitor can judge the relative merits of the different 
adding machines, the different filing systems and the different loose-leat devices. Fle need not 
listen alone to the arguments of a prejudiced sa,esman—he need not judge from printed advyertise- 
ments—he has the goods before him—sees them! in actual operation. He can judge for himself. 
THE EXHIBITOR’S GREAT OPPORTUNITY 

From the exhibitor’s standpoint this Fair is the greatest advertising opportunity the manutfac- 
turer of business goods ever had. At previous shows—World’s Fairs and General isxpositions—he 
has been but a part of one great Fair—while here he is the wholeshow. Tor the business system 
manufacturer, and for him alone, this exposition is given. ’ 


In no other way could a maker of business devices reach so many possible customers at so small 
Managers, Buyers, Purchasing Agents, Department Heads, Manufacturers, Bankers, 

rs, Specialty Dealers—men in all lines will attend the exhibit in a body for the direct 

purpose of investigating the claims—studying the goods of the Exhibitor. - 

An Exhibit privilege is equal in advertising value to an actual callanda personal talk w 
100,000 men. The exhibitor not only reaches this number of men at the fair—he reaches them 
while they are in the humor to investigate his claims. ; 

Now, ere we have this to say to you: 

erore has there been a demand for an exhibit as there ; is exhibi fy ake 
opera take Baten nto exhibit as there is for this exhibit. If you take 
f are thousands of business men in the United States who coul Y se your goods 
if they only knew about them—but they don’t. Many of these aa will eaters What 


an outlay. 
Wholesale 


Never 


There 


better chance could you have to get at these men—to show 


others—th: 


Many World’s Pair Exhibitors are making arrangement: ip their 
direct to the Garden for the Business System Haeoeitions oan 


along, too. 


merits. T. 


an the Fair offers you. 


he earlier you write the better position we will be able 


ith over 


What 


them the superiority of your line over 


displays from St. Louis 
If you have a St. Louis exhibit ship yours 


We will supply each exhibitor with as many tickets for distribut; 
trade as he desires. Every effort will b i gc butt 
to the exhibitor. y e made to increase t' 


Weinvite correspondence with enterprising concerns who have a li 


On among his customers and 
he advertising value of the Exposition 


and all other information is free for the asking. togive you. Details, prices 


NEW YORK CITY 


First Annual 


Typewriter and 
Office Furniture 


EXHIBITION 


Including all 
MODERN OFFICE 

APPLIANCES and 
BUSINESS SYSTEMS 


Madison Square Garden 


NEW YORK CITY 


December 12th, 13th and 14th, 1904 


Typewriters 
Typewriter Ribbons 
Typewriter Carbons 
Typewriter Papers 
Typewriter Supplies 
Electric Writing Machines 
Book Writing Machines 
Telegraph Writing Machines 


Adding Machines Card Index Systems 
Duplicating Machines Graphophones (for commercial 
Addressing Machines work) : 
Coin Counting Machines Safes and Weighing Machines 
Office Furniture of every _ Cash Carriers 

description Cash Registers 
Metal Furniture Fountain Pens 
Loose-leaf Ledger Systems Novelties and Specialties 


Instructive lectures and practical demonstrations will be given 
on Systems, for conducting Cue) line of business, by the leading 
experts in this work. 


Applications for space and diagrams will be mailed upon request. 
FOR PARTICULARS ADDRESS 


Madison Square Garden Typewriter & Office Furniture Exhibition 
Madison Square Garden NEW YORK CITY 


at Home 


benefit or comfort, 


Bradstreet’s 
Practical Accounting 
for Home Expenses 


eral w. 


day. Write for FRE 
criptive circular. Speci 
Write for it. 


P. W. BRADSTREET @ CO. 


Stop the Leaks 


You seek to minimize expense in the office. Do the 
same at home, Keep an accurate account of your 
household expenses. Find out just where money 
is being lavishly expended, needlessly wasted. 
Find the little leaks from which you derive no 


is an elastic method for accurately keeping account 
of household and personal expenses and adapted to 
the use of the family or the individual. With it you 
can account for expenses to a cent or only ina gen 

y. So subdivided and ruled as to take care 
of every possible expense from coal to carfare. Re- 
quires but three minutes of yourtime a day. Owing 
to its peculiar arrangement a balance can be struck 
off ata moment's notice, Will last three years. 
Should bein every home. 150 pages, finely printed. 
Full cloth binding. Size 7% inches wide by 8s 
long. Only costs $1.00 postpaid to your address. 
Money refunded if not satisfactory, Order one to- 
—E SAMPLE PAGE and des- 
al proposition to dealers, 


841 Chionge Ave.. - Evanston, III. 


NO CONCERN EXCEPT THE MINT 


can make money without adver- 
tising. And direct advertising is 
now conceded to bring the best 
results. 


For Mailing Lists, Imitation 
Typewritten Letters, Address- 
ing and Mailing or Distributing 
Circulars loose or anything in 
the Circular Ad line. Address 


Te Trade Circular 
Addressing Co. 


125 Clark Street 
CHICAGO 


Telephone Central 1341 
Ask for our 60-page Catalog of lists sh 
the number of any line ACY eas 
state and samples of Letters, Envelopes, etc, 


‘. Established 1880 
Mention “System.” 


FOR EVERY BUSINESS DESK 


TheDate-Ahead File 


This is just the file you have wanted for 
years; a file that will not only care for all the 
miscellaneous papers on your desk—but will 
automatically bring to your attention each day 
all the papers, letters, notes, etc., demanding 
immediate action; it is a tickler, a follow-up 
file and a daily reminder all combined. 

This file tells you each morning what en- 
gagements you must 
keep during the day— 
what notes will fall due— 
what collections should 
be made—what custom- 
ers should be written to— 
what remittances have 
been promised you—what ob- 
ligations must be met—who 
promised to send you an order 
yesterday, but didn’t — and what 
business propositions or negotiations 
need prompt attention. 

It lays out for you all your work for the en- 
tire day—relieves your mind of the strain of 
remembering burdensome details —is a_per- 
petual reminder of all the numerous “little” 
things you so often forget. It will keep your 
desk clean and orderly at all times. 


A WONDERFUL OFFICE ASSISTANT | 


NOTE HOW SIMPLY IT’ WORKS 


Suppose Brown writes to-day that he will order some 

goods ten days from now—will you be likely to remember 
this at the end of ten days in case Brown does not order ? 
But place Brown’s letter in the Date-Ahead File and you 
won't have to think of it again—the File will bring itto 
your attention as soon as the ten days are up. 
.___In this way customers can be written at the right time— 
inquiries can be followed up persistently and effectively— 
and you need not waste your brain energy trying to re- 
member the hundred and one customers who should be 
written to-day or to-morrow or a week from to-day. 


SPECIAL OFFER 


The Date-Ahead File has compartments in it for every 
day of the month and every month of the year, besides com- 
partments for your own special needs. it is made of the 
finest polished kiln-dried quartered oak obtainable; the 
compartments are made of handsome, durable Russia 
leather and the indexes are lettered ingold. Allcomplete, 
the file usually retails for $5.00 each, but in order to in- 
terest you in our full line of office supplies we offer it this 
era for $3.50—shipped prepaid to any address in the 

pikes! States or Canada, We have but a limited number 
Tour ese files, so if you wish to secure one at this special 
ape ee send for itto-day, If you do not find it the best 
fectin mone used we will refund your money 


THE SIMMONS AGENCY 


CHICAGO 


‘The most practical and useful book on its important subject that has yet appeared. Its especial 


AN INDISPENSABLE BOOK FOR EVERY BUSINESS MAN 


THE THEORY of 
ADVERTISING 


By WALTER DILL SCOTT, Ph. D. 


Director of the Psychological Laboratory of Northwestern University 


8vo., Half Leather, Gilt Top, Copiously Illustrated, Price Net $2.00, by post, $2.15 


value will not be limited to those who make advertising a profession, to whom itis an indispens- 
able handbook, but it offers much needed help to every business man. It is a basic book 
which in simple terms and plain language explains the psychological effect of advertisements, 
and opens the reader's mind to a comprehension of the general principles which underlie the 
whole subject, thereby enabling him to make an intelligent application of these principles to 
the requirements of the special case inhand. The volume is copiously nineteen with repro- 
ductions of actual recent advertisements, which are criticised in the light of the general principles 
discussed, and also of advertisements specially prepared in accordance with these principles. 


IT IS NOT A BOOK OF MERE THEORIZING 


It is practical in every way. Every principle stated by Professor Scott has been subjected to practical and search- 
ing tests in his Psychology classes, with whom for several years he has been devoting especial attention to the 
study of advertisements and advertising methods, carefully tabulating the results of his investigations and the effects 
produced by various advertisements upon hundreds of different individuals, 


YOU NEED IT IN YOUR BUSINESS 


The general principles are so clearly and so broadly laid down that their application to any 
business or to any kind of product is easy. 7he New York Journal says of this book: ‘While in 
reality a text book of valuable and necessary information hitherto unoblainable, tt ts written 
in such a simple, clear style, illuminated with so many excellent examples and interesting dis- 
closures, that the casual reader will find it as interesting asa fopular romance, It is a book 
that every business man should read, reread and inwardly digest. Certainly no 
advertising man can possibly afford to be without it.’’ 


READ OUR SPECIAL OFFER 


We want to test the practical value of this advertisement. We want you to buy the book we have described above, 
We also want to bring to your notice a standard series of brief biographies of eminent Americans which we have 
prepared especially for the busy man or woman desirous of obtaining in brief compass the essential facts in the lives 
of the great characters in American history, To accomplish these three purposes we make for a limited time the 
following liberal offer: Send us the accompanying coupon with two dollars and fifteen cents (postage stamps 
will do for the odd change), which is the net price postpaid of Dr, Scott’s book. We willsend you together with 
a copy of “The Theory of Advertising,” the life of Daniel Webster by Norman Hapgood, as a free specimen 
copy of our Beacon Biographies. In making this free offer we are not attempting to dispose of shelf- 
worn or out-of-date stock, nor of a cheap reprint. We are selecting one of the best and most salable 
volumes in the series, written by one of the best of the historical biographers of to-day. It is the most 
authentic and most readable brief biography of Webster ever published and contains a beautiful 
photogravure portrait, engraved vignette title page, full cironclowyck important dates, and a bib- 
liography for further reading. If you are not satisfied that you have received full value for 
your money, send them back and we will refund your cash, provided you return them within 
three days after their receipt by you. We believe you will be so pleased with the biography 
of Webster that you will want to purchase other volumes in the same series, 


9, 'O4 
System 
SMALL, 
MAYNARD 
& COMPANY, 
8 Arrow Street, 
Cambridge, Mass. 


Enclosed find $2.15 for copy 
of Tue Turory or ApvER- 

TISING and free copy of DANIEL 
WessteR (Beacon Biography). 
Send postpaid to 


Tear Off the Coupon and 
MAIL IT TO-DAY 


SMALL, MAYNARD & COMPANY 
Publishers 08 88 BOSTON 


By Aare 
JO. Glover 
braid. f 
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Non-Smut ~ Sharp Writing < Lo 


The most progressive methods and perfect mechanical equipment, coupled 
with Berra ad of the uses and needs of Carbon Paper, have enabled us to pro- 
duce these superior brands. They are the product of brains and experience. 


Diamond and Elk Brands Typewriter Ribbons 


Produce clean-cut correspondence, which invariably creates prestige for the 
enterprise it represents. They are recognized as the most perfect ribbon made by 
men who appreciate the importance of uniform business letters. 


Write us, ating your Typewriter Ribbon and Carbon Paper requirements, and we will send you 
samples adapted to your use, together with name of our nearest agent. Address Department No. 6 


: Miller-Bryant-Pierce Company, Aurora, Illinois, U.S.A. 


ng Service 


5 


pe 


The Opening of New Departments, 
Removals to New Addresses, 
Changes of Administration, and 
Deaths of Members of the Firm, of 
Bankers, Brokers, 
Manufacturers, etc. 


These are occasions which demand 
announcements of more dignity and 
better quality than ordinary printed 
circulars. 


Steel and Copper Plate 
Engraved Announcements are Correct 


Our capacity is such that we can 


handle your largest and most urgent 
orders poomptly and satisfactorily. 
1 


We will gladly furnish estimates 
and sketches. 


ESTABLISHED 1864 


Jette IL DAY 


Steel and Copper Plate Engraver 


35 Randolph St. Chicago 


Brain B 


Yes, why not? 

Employers have brokers to supply a 
thousand and one necessities ; why 
not brokers to supply the greatest 
necessity of all—BRAINS ? 

That's our business — dealing in — 
brains — supplying capable men for 
all the higher grades of work, 

| 1f you would buy or sell human 
ability we can help you. 

| Write nearest office for booklet. 


HAPGOODS 


INCORPORATED 
Suite 509—309 Broadway, New York 


Pennsylvania Bdg., Phila. Hartford Bdg., Chicago. 
Chemical Bdg., St. Louis. Colorado Bdg., Wash’n. 
Williamson Bdg., Cleve'd. Pioneer Bdg., Seattle. 
Loan and Trust Bdg., Minneapolis. 
Park Bldg., Pittsburg, 


An Actual 
Demonstration 
of the Cost 


of Maintenance of ¢ 


THE - TYPEWRITER 


Y 


W 


~~ 


COMPARED WITH OTHERS 


We have four Fox Typewriters in the Chicago Post Office, in constant use 
tor the past three years, on which the expense of maintenance has been Fifty 
Cents. Sitting beside these machines are four other so-called “standard” 
machines, of the same age and doing the same work, on which the expense for 
_the same time has been Thirty-Six Dollars. The original cost of these 
machines was the same. Q On three of the 


TYPEWRITERS 


( 


CAA 
—~ 
~ 


\“ 


AD’. 


the expense was nothing. 

The average expense on the four machines of other make was Nine Dollars a 
year, or 9 per cent of the cost. @ This fact alone makes the Fox Typewriter the 
most economical machine to buy. @ The extremely low maintenance cost and its 
great durability are the result of its light touch, easy action and perfect mechanical 
construction, all of which are greatly in advance of any other typewriter. @ Every 
good feature that is common to other typewriters is found on the 


TYPEWRITER 
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go 
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and shows improvement. @ May we not prove this in your office at our expense? 
q We place Fox Typewriters on free trial anywhere. 


FOX TYPEWRITER CO., Limited 
Factory and Executive Offices, 800 Front St., Grand Rapids, Michigan 


Block 23, Liberal Arts Bldg., World's Pair, St, Louis, Mo. 
Brauch Oftices and Agencies ia principal cities. 


Send 50c. for sample Fox Typewriter ribbon, regular price $1.00, any color, 
pe Jor Es typetoniter. It will outwear any other. ; 
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Do you know that Marshall Field & Co, pay their 
employes $1 for every error In English one of them 
finds in any of the printed matter issued by the 
house? Nowadays, nothing hurts a man’s 


Prestige 


With the educated like careless English. More- 
over, the best correspondents are no longer will- 
ing to write their letters in the 


Time-Worn 
Commercial Jargon 


Of haif-intelligible phrases. A good letter, business or social, should be simple, smooth, easy, 
winning, like the voice of a good salesman. In short, it should have some of that literary quality, 
some of that natural magic of words, which has made Dickens, for example, so popular. 


Brush Up Your English 


the man who will help you is Sherwin Cody, author of a score of books, used in many universities 


If you want to 


and business houses. 


He not only has an international reputation as a scholar and man of letters (his books are used in the best colleg 
ained commercial correspondent as well, He has been teact 


ing 


all over the country), but he is a business man anda 
English to business men for more than ten years, and among his pupils have been the business managers of two 
metropolitan daily papers, the proprietor of a large department store (who took three successive courses), the assistant 
passenger agent of a transcontinental railway, a German lawyer, graduate of a German university, and many ot . 

The private lessons hitherto sold in typewritten form for $15 to $25 for each of seven separate courses have now been 
putinto four handy little volumes, pocket (time-saving) size (everything you want, nothing you do not want), Vol. I. 
Word-Study (spelling, pronunciation, use of the dictionary). Vol. 1]. Grammar and Punctuation (simplified method). 
Vol. III. Composition (Franklin’s Method for getting the knack of using words). Vol. IV. Constructive Rhetoric— 
I. Business Letter Writing. Part II. Story Writing. Part III. Creative Composition. 

Dr. E. Benj. Andrews, formerly President of Brown University and Superintendent of the Chicago Public School 
now chancellor of the University of Nebraska, says, after reading these books, ‘1am much pleased with your method 
in general, and with your crisp, simple, direct way of presenting subjects. Your notion of simplifying grammar scems 
to me worthy of the widest publicity,” 


BUSINESS MANAGERS AND CREDIT MEN—For the reputation of your house, and the increase of your 
business with high-class patrons, you should see that a set of Mr. Cody's books is to be found on the desk of 
every correspondent, and that as many as possible take one of his private and personal courses. Arrange 
with him to criticise the English of your circular letters, ads., etc. The big Chicago mail order houses, 
Montgon.ery Ward & Co. and Sears, Roebuck & Co., doing a combined business of $50,000,000 a year, 
have taken steps to introduce Mr. Cody’s work to all their correspondents (200 in each house). 


ADVERTISEMENT WRITERS -—A large New York literary Magazine has been printing a 
page ad. with five BAD ERRORS OF GRAMMAR init. Those errors alone would damn it 
with high-class patrons. You should not only be right, but KNOW that you are right. 
After a course in grammar with Mr. Cody you will KNOW. 


SYSTEM 


First National 
Bank Bldg., Chicago 


CORRESPONDENTS—Can you write a hundred letters a day and be sure that every 
one is a masterpiece of English—not only correct, but smooth, winning and nat- 
ural? Mr. Cody's course in business letter writing will enable you to sys- 
tematize your work so that all these things can be accomplished, 


This Set of Four Books 


containing seven complete home-study courses, regu- 
lar price $3 for set, to readersof SYSTEM at whole- 
sale price of $2, if order issent in on the coupon 
in this “ad."— $3 if not sent with coupon, 


Enclosed 
find $2.00 for set of 4 
books as advertised in 
System. Send prepaid to 


with phone 
and ticker to 
keep with the 
flash of business 
thought. Never tires, 
never fails, simple in 
construction, easily filled. 
Guaranteed not only against 
imperfections—but to give entire 
satisfaction to each individual user. 
If it is not exactly right, as regards 
both quality and service, it may be ex- 
changed where purchased or at any of our 
branch stores. Exchanges may also be made by 
correspondence with our New York City Office. 


L. E. Waterman Co. 


173 Broadway, New York 


160 State Street, Chicago, Ill. 8 School Street, Boston, Mass. 


107 St. James St., Montreal. 


138 Montgomery St., San Francisco. 


The SATELLITE 


THE NEW TYPEWRITER STAND 
ar 


YOU CAN PUT IT ANYWHERE 
Easily—Quickly— Quietly 


It does away with the expensive typewriter 
desk. The Satellite is made of the best 
material throughout and is indestructible. 
Mounted on rubber-tired roller bearings. Most 
convenient device ever used. Gives a clear 
writing bed on the desk 
atall times. By adjusting 
to height of book- 
keeper's high desk your 
statements can be made 
out on type- writer. 


SPECIAL 
INTRODUCTORY 
OFFER 


$6.75 


F. 0. B. Grand Rapids 


to all whose 
orders are 
received 
before Nov, 
1.1904. After 
November 
1, 1904, price 
will be $7.50 


Can be 
Raised 
or 
Lowered 
at Will 


FINISH — The 
Stand is finished 
with four coats of 
black enamel and 
is extra fine in 
appearance, 


The sura of $6.75 is placed with us only 
as a deposit and is yours for the ask- 
ing if after thirty days’ trial 
you care to dispense with 
the Satellite. 


Write for Free 
Booklet. 


Coupon 
So 


ADJUSTABLE TABLE CO., 
Grand Rapids, Mich. 


: Enclosed find $6.75. 
Kindly send a No, 2 Satellite to 


Money back if niet satisfactory after thirty days’ trial. 


THE SCIENCE OF 
Loose-Leaf Book- 


_xeeping and Accounting 


By 0. A. SWEETLAND 
Is to the Business office what the Century 
Dictionary is to a Private Library. 


An Invaluable Book of Reference 
covering in detail the practical application of all 
modern or Joose-leat accounting systems, 

250 pages, 50 plates, 21 chapters. From oy 
Loose-Lenf Ledger to the Bill and Charge 
Loose }.eaf Systems for almost all lines of businéss. 

Of Interest to both users and non-users of Loos 
Lent’Systems, Read and endorsed by thousands of 
business men, [e 
CLOTH BOUND, 250 PAGES i 

f 
j 


ning 
stem, 


82.00 Prepald. Get ft To-day 


C. A. SWEFTLAND, 666 Century Bldg., St. Louis | 


ISAVE MONEY! 


GET SECURITY! 


By Installing A 


Many a watchman ghta blaze like this when on his 
rounds ringing in on a Holtzer Watchman's Clock. 


It Reduces Your | It May Save 
Insurance Rate | Youp Factory 


Do not wait until the fire catches you but write us to-day. 
Letus tell youallaboutit. Ask for bulletin No. 0152. 


Holtzer-Cabot Electri 
New York 306 Dearborn St., CHR anY Mass: 


IN CANADA—RESULTS. 


BEFORE placing the Canadian end of your advertising 
appropriation with any American Agency, enquire 


whether it has a thorough knowledge of newspaper and 
other conditions in Canada__ 


And whether this knowledge is the result of an occa- 
sional holiday trip—a hurried visit—or of constant personal 
intercourse not only with publishers and general advertisers 
but with local advertisers and subscribers and newspaper 
readers as well. ,; 

If the answer is satisfactory to you, and you are told, 
as is true, that to obtain fullest results in Canada, papers 
published in French language must be sed, enguire then 
whether the agency is prepared to check ads published in 
French—to know if translations are suitable not only from 
a grammatical point of view but are such as to be under- 
stood by the readers of French papers in Canada, 

Honestly, we cannot see how any agency outside ot 
Canada can be as well equipped as we are to attend to 
your advertising in Canada. 

And as we are prepared to quote prices which we know 
to be right, there are substantial reasons why you should 
consult us before placing your order for your Canadian 
campaign. 

Estimates cheerfully given and questions answered. 


‘Tue Desparats ADVERTISING AGgENcy, Lrp. 


Suites 5, 6 and 7 Merchants Bank Building, 
MONTREAL, CANADA. 


10 DAYS’ 


\ 
TRIAL 
before you pay & 
cent, and then 
you may 


RETURN IT AT OUR EXPENSE 
if you feel you can dispense with it. 


Make it a part of your 
“SYSTEM FOR TIME SAVING” 


Will pay for itself in a week in time saved—other- 
wise wasted in gossip and washing hands after 
sharpening with knife. Mo solled fingers 
when you use 


The Climax Pencil Sharpener 


the most perfect device of its kind ever made. Jf 
fs so perfect that it will put aneedle point on 
the softest lead pencil without breaking, and what 
is more, Sharpens crayon pencils as 
perfectly as lead. 
NO Nolse, Dust, Waste of Time, 
Waste of Pencils, BreakingLead 
We want this device to SELL ONLY onits merits, 
hence if we had a poor machine, we could not make 
to let any responsible individ- 
Our Offer ual or firm try it, FREE OF 
CHARGE, for 10 days. We pay shipping cost both 
ways to any express office in the United States, 
Send it back if you don’t like it. Use the coupon. 
Good sales agent wanted in every city in 
the world. Get your territory now. 


A REAL MACHINE --NO TOY 
Ask for circulars, Give reference or 
business for identification 
when ordering, 


OLCOTT MFG. CO., 
354 Wabash Ave., Chicago, Ill. 


Please send us prepatd, with privilege 

of returning, charges collect, one Climax 

Pencil] Sharpener. If after 10 days’ free trial we decide to 
Keep it, we agreo to remit you Five Dollars for same. 


City-eosesoe seeee- State. 
Reference or Business.. 


Without Stropping 


Woe want you to test for yourself in your own 
home at your own pleasure the comfort, cleanli- 
ness, time-saving, freedom from stropping and 
honing, the delightful velvet shaving of that ono 
safcty that is not only a safety but a razor—the 


Gillette Safety Razor 


Always ready—always keen It has twelve do’ 
edged blades as thin as paper, tompered and 
hardened by our now pri uk 
mond dust togrind them. 

Dlades and caso sealed to show itis new. 

in one; each blade gives from ten te thirty 

shaves without bother or attention. 


No Stropping or Honing 
New blades inserted in a second, You have wnly 
lather and shave. No matter how tender your { 

how wiry your beard—no matter how nervous or wnt 
to shaving you may be, in threo mi i 
will beas smooth asa babo’s—you'll sh 
fort and withouta scratch, Barber s] 
® waits and risk of infection, A Gille 
years. When you havo used each of the ec up 
Teturn to us and we will give you six new blad: 


change at no cost to you. 12 additional blades at non 


Money back if not satisfied after 30 days trial—y 

say. Ask your dealer—if ho doosn’t sell it, got him to wel 

Write for our interesting booklet. See our handsome exhil 

St. Louis World's Fair (Main Aisle, Hardware Arcade, Mfr 
References—Continental Nat, Bank of Chicago; Dun’s and Bradst: 


The Gillette Sales Co. 1608 Manhattan Bldg. Ch 
Sales Agents and Mfrs. of Hardwaro Specialties, 


Bates Hand 
Numbering 
Machine 


q Built to give perfect service for a 
lifetime; not to see how cheaply it 
can be sold. 


q Worth the cost of several inferior 
machines. 


q The use of a Bates—if it’s a genu- 
ine Bates—means lasting satisfaction. 


Chan DLE 
Send for Catalogue No, 24 
a 


Bates Manufacturing Co 
Factory, Orange, N. J. 


New York 83 Chambers St, Chicago. 304 Wabash Ave, 


USE FLAT OPENING 


LOOSE-LEAF BOOKS 


FOR EVERY PURPOSE 


They are more convenient than bound books, 


and afford all the conveniences of all Loose- leaf 
Systems. 


The “UNIMATIC” (One Movement) and 
The “ROTAMATIC” (Rotary Movement) 


constitute the most complete line of Flat Opening 
Loose-leaf Books in the world. 


For the Vest Pocket—They pro- 
vide the most condensed means of 
classifying an infinite variety of live 
matter for instant reference. 


For the Coat Pocket—They fur- 
nish the best means of keeping up- 
to-date records of whatever subjects 
are desired. 


For the Desk—They have no equal 
for all kinds of business records. 


PULL SLIDE, } PUSH SLIDE, 
Self~Indexing—Instant access to ARCHES OPEN, _ ARCHES CLOSE, 


The Unimatic 
sheets for insertion or removal. 


Flat Opening—No crimping of sheets required. Writing surface 
from edge to edge of sheets. 


Compact, Convenient, 

Economical and Elegant. 

~ Vv \ Ae. \e The best that money and 
Was) \ a brains can make. 


ALL STATIONERS 
HAVE THEM 


The Rotamatic If not convenient to a 
i . 
A simple twist of the wrist opens or closes the arches, dealer, write us for catalog. 


SIEBER & TRUSSELL MFG. CO. 


4001 Laclede Avenue ST. LOUIS, MO. 


Special September Offer 


THIS DEVICE $ 5.0 pant 


FOR ONLY... introduce 


To the readers of the manufacturers’ issue of Sys- 
tem, we will send, subject to refund of money if 
the article is not all we claim for it, an 


‘AUTOMATIC’ 


Numbering 


Machine 
FOR ONLY 


$5.00 


This machine is being 
generally and univer- 
sally sold for anywhere 
from $6.00 to $9.00 and 
we offer it at $5.00 ONLY 
as a leader, that you 
may be introduced to 
the up-to-date methods 
of our house, 


Ghe 
AUTOMATIC 


Numbers 
Consecutively, 
Automatically, 


Duplicates 
Automatically, 2 


Repeats 
Indefinitely 


on any number — all 
SAMPLE OF automatic—and has a 


IMPRESSION || CAPACITY of 


12345 ||100,000 


| Exact Size It is made of hard brass 
and steel, heavily nick- 
el-plated. 


Absolutely no rubber inits make-up 


WE GUARANTEE IT 


and if not satisfactory we refund your money. 
You can’t ask more of us, 
Every user of Card or Loose- 
Leaf Systems, every bank, every 
manufacturer needs a numbering ma- 
chine. Useful for numbering vouch- 
ers, checks, factory orders, re- 
ceipts, ledger pages, lines on 
your pages, and in a thousand 
other ways, 
Our catalog of 
“Time and Labor 
Savers" sentfree 10 
any business man 
in the world, 
Full of numbering 
“Good Things» to refund money 
Sor if not Satisfactory, 
business Also send cataog, 
men, Safford Stamp Works 
. 31 Barclay St., New York 
177 Madison St., Chicayo 


Business . 


machine. You 


We Make 


Booklets, mailing cards, folders, circulars, 
form letters, envelope stuffers; newspaper, 
periodical and trade journal ads; plan and 
execute complete mail series campaigns, 
etc. We plan, write, illustrate and print 
advertising of any nature—you can buy 
just so much service as you need and no 
more—copy fora single piece or a com- 
plete advertising campaign. Copy for 
one or more circulars, folders,mailing cards, 
form letters, etc.,$5 each. Yearly service, 
once a month or oftener, $60 a year and 
up, according to what we furnish, payable 
in twelve equal instalments. 


A booklet on getting more business, of 
especial interest to manufacturers, sent for 
the asking to any proprietor, business 
manager or responsible person asking fur 
it on business stationery, avoiding postal 
cards. It involves a complete plan o| 
more than usual interest. 


Gorham, Stevens & Dunnam 
39 Fairfield Ave. - Bridgeport, Conn. 


DO-IT-NOWI 
DAILY REMINDER 


Classifies your memos for future work 

Remembers when you forget, and 
better still, 

Reminds you when you want to be 
reminded. 


——$<—____ 
TO-DAY’S MEMOS ALWAYS BEFORE YOU 


Do-It-Now Daily Reminder 


contains reversible monthly, weekly and 
daily guides, size 3x5, and blank memo slips 
specially printed with dates, box numbers 
and specific instructions for harmonious 
office work. Our duplicating pad for pocket 
or desk use enables a manager to jot down 
at any time day or night definite instruc- 
tions in concise form for any of hisemployes 
for execution on any day in the year, and 
to retain a duplicate in his own Reminder. 
It also introduces a unique method for 
alphabetically listing frequent telephone 
call numbers, numerical] file numbers, 
ete.; arranging each item for instant use. 


APPLICABLE TO ANY BUSINESS 
a eereoitns 
Quartered Oak, $2.09 Leatherette, $1.25 
a eee 
DOREMUS & CO. 


ADVERTISING AGENCY 
OAD ‘STREET, REW YORK 


Every letter you send out 
costs you from five to eight cents 
the letterhead and envelo Re 


writing and postage. 


fo T 


pe, the type- 


The difference in cost to you between 
a letterhead and envelope made from 
Otp Hampsuire Bonp and a letterhead 
and envelope made from one of the 
ordinary kinds of paper, is one-fifth of 
a cent at the most,—or say, two-and- 
a-half per cent. of the whole cost 
- of the letter. 


Isn’t it worth the extra two-and-a 
half per cent. to use Otp Hampsutre Bonp, 
the watermark of which identifies it 


everywhere as good paper? 


OLD HA Mest ERE OND 


That Orp Hampsuire Bonn is good paper for com- 
mercial stationery, is the testimony of discriminating 
business men — many of them have told us it is the best. 

Prove this for yourself,— have your printer show you 
the Orp Hamresnire Bonp Book of Specimens,—or, 
better still, write us for a copy. @ Please write on your 


present letterhead. 


Hampshire Paper Co. 


Paper Makers 
South Hadley Falls, Massachusetts 


Qoke od \We 


L? 


Sus V 
o~d- Ne ate : 


) The International Rochester 


CARD RECORDER 


This is our The modern 


latest improved time-keeping 


| card machine system 


If you are to have a system at all, it should first of all be 

accurate. No system of time or cost keeping can be accurate 

except by the aid of the Rochester Card Time Recorder. It is 

the only automatic machine on the market and the only one 
that does not require attention and can, there~ 
fore, be always relied upon. 


We shall gladly furnish full explanation of our 
Cost-Keeping System, which is very compre- 
hensive, yet simple and easily adapted to any 
business. 


Weare also the manutacturers of The Standard 
Time Stamp, which is highly commended by 
Hereisahandfutofre- Bankers, Hotel Keepers and Officials of our 


sults from some of 


our latest improved National and Municipal Governments. 


machines 


WRITE US AND LET US EXPLAIN TO YOU WHAT YOU NEED 


International Time Recording Company 
BINGHAMTON, N.Y. 


\ 
oe & \ bey tort 
es esd as ar ' 


We are Looking for the 
Man Who Dares Us to Please 
Him with Our Envelopes 


@, Our business is made up of continued orders from the 


—— largest and most critical consumers. @, There are reasons, 
SEE LE @ Our booklet, ‘‘ Both Sides of an Envelope’’ tells why. 
SE Write for it. It’s free 


CHICAGO SEWELL-CLAPP MANUFACTURING COMPANY 


Makers and Printers of Envelopes 523 Wabash Avenue, Chicagog 


You Need Not Send Money For 


It Does Away With Trial Balances 


We will prove to your satisfaction that 
Our Ledger Balance Proof 
is Thoroughly Practical, 
requires no extra books, change of 
system or ledgers, ; 
and relieves you entirely of Unless You Choose 


all trial balances of personal ; : 
accounts. We will send on ¢rfa/ the very best typewriter aap On that 

can be made, and unless satisfactory there will be no charyé 

Something entirely new which we guarantee All colors and machines. Prices are: Sixty cents for one, on 
Ht will pay you to write us for information dollar for two, two dollars for five, four dollars and fifty cent 


for one dozen, 
eee ems |! |\Clark & Zugalla, 98 Gold St., New York 


One hundred copies of any writing or drawing in 20 minutes 


THE SIMPLEX PRINTER | 


i 
i 
Is the most reliable, cleanest, cheapest and simplest } 
duplicating apparatus in existence. Requires no washing, i 


NO NEW-FANGLED IDEA. OVER 100,000 IN USE. i 


Any boy can work it, and after you buy it the expense ends: there is no need of purchasing 
supplies of stencil paper or anything else. The original is written on any ordinary paper, with 
any pen, and from this 100 copies can be made, in one or more colors; or, with an original written 
on the typewriter, 50 copies can be produced quickly and without trouble. 

a Agents wanted everywhere. Send for circulars and samples of work. 


59 DEARBORN ST., 753 . - 
CHICAGO L A WT 0 N G Cc oO ois, Rete URERS, SREW YORK” 


One-half Carat 
Fine Perfect Stones 


$65.00 


WwW 7 WILL send any one of the above rings to any honest person, for inspection, express prepaid. Don’t hesitate to 
ee order at once. All we require from you as security is a simple conditional sale agreement as per terms above 
indicated. You may safely send first payment in advance, or if you prefer we will forward ring C, O.+D. $10.00; balance 
to be paid at the rate of $6.00 per month, WE SELL WATCHES THE SAME WA} 
Catalogue L 148 upon request, 


HERBERT L. JOSEPH & CO.—Dianonds—} Valches—Jewelry—48 L 148 State St, Chicago. 


Our individual responsibility is $250,000.00. Established 1882, 


It makes no differ- 
ence what you needin the 


Loose - leaf Line 


from a ruled sheet of any kind or size, stock 
or to your order, 


A Vest Pocket fret sum Book 


with removable sheets, such as is shown in the illustration, or 


| LOOSE-LEAF LEDGERS 
\ and TRANSFER BINDERS 


%, Don’t buy until you get our prices. 


SEED The little book shown herewith i 
a ewith is 
BS\“A) HERE! is 


ABS most lasting advertising 
SRA novelty you could put out to a select list of 
MN we your good customers. Your name in gold on 
the inside cover makes it a constant reminder 
of you and your goods. Fresh sheets inserted 
in a jiffy. Try, say, 100. 


OUR DAILY EXHIBIT BOOK is a com- 

bination Cash Book, Journal and Bank 
Book, which, without extra labor, shows 
automatically, daily condition of Bank 
Account, Amount of Bills Receivable, 
Bills Payable and Total Expenses to date. 
Send for sample sheet, FREE. 


Get our advice as to the most practical binders for YOUR needs 
We supply from the entire field, INSTEAD OF FROM ONE FACTORY ONLY 


The C. E. SHEPPARD CO, 


87 Maiden Lane, NEW YORK. ‘Phone, 95 John. 
70 La Salle Street, CHICAGO. “ 4744 Main, 


Vest pocket, 
black leather 
binding, with 
50 extra sheets 


Mr. C. E. Sheppard of this company was 

NOTE. formerly President of The Tengwall File and 
~ Ledger Company of New York, but is now 
ready to serve his many patrons through’ the above 
agency and is located in the same quarters where 
his business was conducted several years ago. 


Elliott Addressing 
Machines 


Addresses eas 
Per Sed 


Adopted by the U.S. Government, 
Principal Railroads, Steamship 
Lines, Insurance Companies, 
Banks, Publishers, Printers, 
Laundries, Lodges, Associations 
and thousands of Jobbers and 
Retailers in all lines of trade 


Stencil cards of various colors are used for 
classifying different lists, giving a complete 
CARD CATALOGUE of the mailing list 


White tor circular 15 and state size of list 


Elliott Addressing 
Machine Company 


98 Purchase Street, BOSTON, MASs. 


NEW YORK — 309 Broadway 
PHILADELPHIA— 

1039 R. E. Trust Building 
CHICAGO— 

964 Monadnock Block 
ST. LOUIS— 

516 Holland Building 
SAN FRANCISCO — 
@ 303 California Street 


“SaveTime and Stamps” 


BY USING A 


Pelouze 
Postal Scale 


One Price, One Quality, 
Always Accurate, 
Always THE BEST. 


— 


National 4 Ibs. $3.00 
Union 2%lbs, 2.8 > 
Columbian 2 lbs, 
Star 1 1b. 


Crescent 1b. 


They tell instantly the 
exact cost of postage in - 
cents on all mail matter, 


The Pelouze Postal 
Scales have a double needle 
pointed index that starts at 
the top and moves through 
aslot. Very easy to read. 


Send for Catalogue P. 12 Styles. 
All dealers sell them. 


Pelouze Scale & Mfg. Co. 
130 W. Jackson Boulevard CHICAGO 


BORATED TALCUM 


f) Toilet Fond 


Pao 


Rint ome 


The only Vertical Filing 

Case made that will File 

and Classify forimmediate 

reference 

DRAWINGS 

TRACINGS 

BLUE PRINTS 

PLANS 

MAPS 

SPECIFICATIONS 

PHOTOGRAPHS 
etc. 


Do You File 
Drawings, Tracings or Blue Prints? 


THE: 


Beck Vertical Filing Case 


S3.S=a=le ee 


For Drawings, Tracings, Blue Prints, 
Plans, Maps, Specifications, Photographs, 
etc., will save you money, time, space 
and gray hairs. 


SIMPLE—COMPACT 


This device is a combination of enormous capacity. It files 
your drawings not only SYSTEMATICALLY, but in sucha way 
that any drawing may be referred to without disturbing 
the others. 


USED AND ENDORSED BY Illinois Steel Co., City of 
Chicago, Jones & Winter, Engineers, Fritz Foltz, Architect, 
Watson & Bartlett, Real Estate, and hundreds of large and 
small MANUFACTURERS all over the country. Get Cata- 
logue Free and Facts which will interest you. Write now, / 
TO-DAY, Illustration shows Style F, capacity 1,600 Tracings. 
used by F. B, Townsend, Chicago, 


CHICAGO BLUE PRINT PAPER CO, youcanron 


Rand-McNally Building, Sth Floor, CHICAGO Sea yous 
night 


> Capacity of Case 
Illustrated, 16,00 
Tracings 


MAKE YOUR OWN BLUE 


PRINTS 4%» PHOTOGRAPHS 


Make them night or day in clear or cloudy weather 
with the 


KEYSTONE ELECTRIC BLUE PRINT 
AND PHOTOGRAPHIC MACHINE 


id, inexpensive, no delay. Small and compact. 
nie: alt four square feet of floor space, Can 
be placed in any convenient corner, With it you can 
print two perfect blue prints or eight 10x1z photo- 
graphs every two minutes. Saves long delays Tesult- 
ing from any other process. Saves worry. Saves 
money. No skill required to operate. A boy can 
produce as perfect results as the expert. Tracings 
placed between the canvas curtain and the glass c 


De der and are printed byaclectsie nea share ache PHOTOGRAPHIC 
is hy: ically lowered at uniform ra speed, insur- MACHINE 
eer A ing bydiauer Speed can be regulated to give a light 


i S ired. The lamp is of special construc- 
(eG Bhes'a strong, steady Violet ight. All sputtering and 
flaring has been completely overcome, mea uty specially ike 4 Se 
ic work, The lamp is provided with two patent light controlling screens which cut | cu 
fitted fon pholegre ae Sey the rays to be concentrated in a direct line upon the surface of the tracing, We 
slantineayerce Ho Carel baevandenouldl any part become broken, we guarantee to replace the part without 
build these machines y 


the least delay. f 7 ibes and illustrates these machines, It will show you just how big your 
Send for our booklet which CN Cee convenient it is to make your own blue prints and photographs. 


¢ > ey wi 
fey Pale e Blue Paper Co., 912 Filbert St., Philadelphia, Pa, 


LAs Print Paper Co., Mr. Johnson, 528 Rand-McNally Bldg., Chicago 


Address Nearest Office Chicago 


Se baa Se Ca 


—— 


SPINA SESE NE a CANAAN tS re Se NSE aS 


Other Loose Leéafers 


make Blank Books, do Job Printing, Ex 
pert Accounting, etc. etc. We concen: 
trate our Efforts, Ideas and Facilitieson 


, Loose Leaf Only 


We devote Our Entire Plant to making 
Loose Leaf Forms and Binding Devices 
therefore canserve youto the Best Possi- 
ble advantage on Ledger Outfits, Bill g 
Charge Systems, Requisitions, New Unjz 
formShippingReceipts, Order Blanksetc 
Catalog on request of responsible firms, 


The American Stationery Co. 


CHICAGO AND NEW YORK 


Around the World and Never 


PATENTED @> 


E! A Blair Non-Leakable Fountain Pen for a present and to prove their superiority. 
FRE © Also a year’s ink supply to every purchaser of one of the same kind at the reg- 


ice, $ S Two F in P for the price of one, a 
ular price, $2.00, $2.50, $3.00, $3.50, $4.00, $5.00, or Two Fountain Pens for f » a 
chance of a niregee TD be had of Dealers in the United States, or Blair’s Fountain Perm 


Co., Dept. 45, 163 Broadway, New York. The Ink Bottle Abolished. 


Is System Worth 
Keeping ? 


It is bad enough to litter up 
Rone desk with loose copies of 

ystem. It is worse not to pre- 
serve your copies at all. 

Every page of System is valu- 
abletoyou. Don't think because 
you are in the insurance busi- Ss 
ness that Tom Murray’s article < 
Won't ever be of use. How do 


into the retail business somo 
day? (The safe solution of the 
matter is to bind your copies.) 


System Binders Are Ready. 


on know but what you mnay go Sign Your Name To-day in this White Space. % dollar when it will keep a 


These binders were made to THE SYSTEM COMPANY, CHICAGO. Fone poee around. Order 


Q% Guaranteed on 
Monthly Savings 


By a local association in Birmingham, Ala, Every dollar loaned 
on improved real estate at one-half its value. Established 12 
years. Never had a loss or failed to meet an obligation. No 
Membership Fee, no Withdrawal Fee, No Fines. Write for 
Jiterature. Reference, First National Bank. 

JEFFERSON COUNTY BUILDING & LOAN ASS’N 
227 N.2iet Street - -« 2 2s Birminghum, Ala, 


Then Bind Your 
Copies. 


order for System. Every one is 
covered with handsome red vel- 
lum—and every one is fitted 
with a clever device for holding 
copies in place, or permitting 
you to remove any one when- 
S ever you desire. 


How could you get more for 


storehouse of business informa- 
tion constantly on your desk? 
But don't delay the matter. Wo 
have only a limited number of 
binders on hand. There won't 


jay. 


PATENTS 


TRADE MARKS 


R. Willlam Lotz 
161-168 E. Randolph Bt. Qurcaso 


Telephone Main 1482 
Registered Patent Attorney 
Patents obtained and Trade Marks registered in all 


countries. Free booklet on request Honest, reliable 
servico. No misrepresentations. Consultation free. 


Imitation Typewritten Letters Gem 


I can supply you with circular letters in imitation of typewriting, whi 
in with my special ribbons (furnished without PS) Hanae 
If you use such letters, write for samples and low prices. 


JOHN ROGAN, Circular Letter Specialist, 


charge) are beyond detection, 
I can save you money, 


Department B, ROCHESTER, N. Y. 


Production and 
Sale 


Every manufacturer has 
two important problems 
confronting him at. all 
times, viz.: Production 
and Sale. 


Without production there can be 
no sale, and without sale the pro- 
duction is worthless. Both are 
dependent—one upon the other. 
In -order to justify an increased 
production it is necessary to 
increase the demand. This may 
be done through personal solici- 
tation or it may be donthrough 
the larger and broader field of 
salesmanship—Advertising. 


If you are a manufacturer and 
would like to increase your sales, 
we would be glad to hear from 
you—and if desirable, submit a 
plan for bringing more business. 


WILLIAM S. POWER COMPANY 


FRICK BUILDING 
PITTSBURG, PA. 


ADDRESSING 


3,500 to 4,500 Namesan Hour 


is easy work for a boy, and he 
can keep it up all day if he has 


THE STANDARD 
AUTO-ADDRESSER 


“IT’S ALMOST HUMAN,” 


The best machine made for addressing work of all 
kinds—Wrappers, Envelopes, Postal Cards, Circulars, 
Advertising Matter, Payrolls, Commercial Papers, 
etc.; in short, for 

ALL KINDS OF ADDRESSING 

and it isn’t very hard work to 

PRINT 7,000 NAMES AN HOUR 
on our Cutter Machine at about 3 cents per 1,000. Our 
Hand Feed Machine easily prints 3,500 to 4,500 names 
per hour at a cost of about 5 cents per 1,000 names. 

MAKES ALL MAILING BASY 

YOUR LISTS NEVER LEAVE YOUR OFFICE 


Costs very little to revise your old names or add new 
ones, This is a strong feature in our machine, and is 
made possible only by having cards made on a type- 
writer, easily and quickly, A NEW PLAN, 
NOTE:—We own and control the only patent device 
that keeps the stencil card flat. This is absolutely 
necessary for the best work in the stencil system. 


B. F. JOLINE & CO., 123 Liberty St., New York 


2 


ASK US ABOUT IT NOW 


B. F, JOLINE & CO., 123 Liberty St., New York. 
Please send fuller particulars about your Auto- 
Addresser. 


NAME 


ADDRESS 


of 
This 
Steel 


ment 
Put 
Into 
One 
of 
the 


STEEL FILING CABINETS 


FOR THE SAFE FILING OF VALUABLE PAPERS 


Beware the small fire! 


— BOOKLET 542— 


Art Metal Construction Co. 


Jamestown, New York 


546 Gifford Ave. 


Office Furniture 
—Made of Steel— 


Berger Steel Equipment is 
indestructible, protective 
compact, economizes space, 1S 
light in weight, very strong, 


absolutely fireproof; unaf- 
fected by changes in tempera- 
ture and impenetrable to rats, § 
mice or vermin, 


We make steel Document Files, 
Vertical Letter Files, Index Card 
Cases, Legal Blank Drawers, 
Deposit Ticket Files,Check Files, 
Roller Shelving, Desks, Counters 
and all other office, vault, library, | 
hospital, public building or market 
equipment. 


Our Steel-Sects No. 29, or 
Steel, Style and Safety Cate 
alogue No. 29, illustrates 
everything needed in office 
equipment, May we not send 
you a copy? 


The Berger Mfg. Co. 


CANTON, OHIO 


$40,000 
Worth 


Equip- 


Biggest 
Factories 


Chicago 


LYON STEEL STOCK ROOM AND SHOP EQUIPMENT 
: 
¢ have some new ideas along the lines of stock room Sar 


ji to send the you— ine— = , . 
without your address, m to you—for nothing—but we can’t do it 


Lyon Metallic Mfg. Co., Ann St. and Washington Blvd., Chicago, Iil. 


Reduces 


a ——— 


Fire 


Risk 


and 


Enforces 


System 


rm 
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**Modern 


Achievement” 


EDWARD EVERETT HALE 
Editor-in-Chief 


This splendid ten-volume Library written 
by Mr. Hale and a large corp of assistants 
might properly be called A Romance of 
Success, for within its ten volumes can be 
found as thrilling recitals of devotion, love, 
adventure, struggle, trial, discouragement 
and victory as were ever written by the 
authors of our best fiction and romance. It 
tells a story in detail of all that has been ac- 
complished, It deals with facts, and these 
facts are the golden bands in which are set 
the rare jewels of achievement. 


Never before has a work been published 
showing the how and why great successes 
have come to be. No general advertisement 
will accomplish so much toward the popu- 
larizing of “Modern Achievement” as a few 
sets placed in every locality. We are going 
to sell this introductory edition at about one- 
half the price most publishers would ask. 
This advertisement will be read by someone 
in almost every town and village in the 
United States. That's the person we are 
trying to find. 


This set of books awakens us to the possi- 
bilities that are within our reach, and every- 
one knows that when you awaken a man you 
do more for him than by placing him in high 
position. MODERN ACHIEVEMENT 
makes one think, and a thinking man is 
worth a hundred strugglers who do not think. 


This Library is a literary gem. It is com- 
plete in ten volumes of about 450 pages 
each. For specimen pages, prices and 
terms, send us a postal card, giving your 
name and address. 


J. E. FELLERS & 
COMPANY 


355 Dearborn St., Chicago, Ill. 
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Trade Mark 


Do You Know What a 


TRADE MARK 


Represents or Stands for? 


It is a mark which identifies a product with its 
manufacturer, 

It proves that the manufacturer has enough con- 
fidence in the merits of his product to be willing to 
stand behind it with his name, 

,_Itis an assurance to the consumer that the product 
is as good, and in most cases better, than goods not 

trade marked."’ Unless this is true, a trade mark is 
only the cause of trouble and annoyance to a manu- 
facturer. 


WE MAKE TYPEWRITER SUPPLIES 
AND SELL ONLY TO THE TRADE 


Vou can get our 


Typewriter Ribbons 
ano Carbon Papers 


of any up-to-date dealer who takes a pride in selling 
his customers 


ONLY THE BEST 
When you buy typewriter RIBBONS ask your 


dealer for 
“ EUREKA™ 
“M. & M. YELLOW BOX™ or 
“NEW CLIMAX™ 


and when you buy CARBONS ask for one of these 
brands: 


“PROGRESS * “MITVOL" 
“M. & M." “ EUREKA* 
“COMPETITOR” “ SILKSPUN ™ 


or “GALLINIPPER” 


They represent true value; they are honestly pro- 
duced; they are so good that we are not ashamed to be 
identified with their manufacture—in fact, we are 
proud of it. 

WE SELL ONLY TO THE TRADE. 


MITTAG & VOLGER 


Sole Manufacturers 
Principal Office and Factory, PARK RIDGE, N. J. 


NEW YORK CITY, 1016 Park Row Bldg. 
CHICAGO, ILL., 108 La Salle St. 
LONDON, 4 Queen St. 
PARIS, 21 Rue Vivienne. 


_ ee 
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Did You Ever Get a Letter 


which was so plainly made up as to be evident at a ¢ ance? <A letter in which there was a 
aring diilerer ; : S: d the body? Y ou remember the unfavorable 
lari diff nee between the address an 2 

& > 


> . 5 at way. ou 

impression such a letter created don’t wish to send out your letters that way y 
You do: =) } ; 

wis: 5 atly prin and perfectly mate. hed. Matched so perfectly as to render 

ish them neatly priz ted ” f t N as t : 

ist anufacturing business. We required and used 


m ns mtity 0: : War : er s, We scoured the country in search of perfect wor k. 
an immense quanti, f circula s | 
antl antit, lar let V dt f 


d and rejected one il fi y r years dy anc 
W ss e 0 til finally after years of stuc ya 

e tried a reject me process after another un ) r 3 Oy : 

fe We EReovered au have perfected a process by means of which we can .produce 
experience S a 


A Perfect Imitation Typewritten Letter 


By this process we not only secure a perfect match but we closely imitate the many little 
vy this pr 0 ys : 
features characteristic of the genuine letter. 


We make a Specialty of Addressing and Mailing 


‘ rertisi r, Take the raw material from you and place the finished 
all kinds oe Seley Walleye you ip eeety deel All at a cost no greater than you are 
pc naving for inferior work, We also have a full ine of MAILING LISTS of all kinds 
SAA be I : sed to send you our booklet giving full details. If interested let us hear 
oie Write for full particulars concerning any line of our business which concerns 


Oe Give us atrial order. The satisfactionit brings you is bound to make us a per- q 
manent customer. f | 


Automatic 6561 


“cee 5 : 
Imitation Typewriting and Addressing Company i 
polaGentrals333 Dept. B, 108 Randolph Street, CHICAGO | 


CASH, 
MESSAGE 
AND 


i 


| 

| 
For all classes of business. Time saved is money saved. Protec- | 
tion and economy in using a BARR carrier. Absolutely unequale? 
ave our WELL-KNOWN carriers. High grade in every respect. We invite your 
early and careful investigation. Write us for particulars. 


THE BARR CASH AND PACKAGE CARRIER CO. 
Mansfield, Ohio 


OUR PEERLESS 
= They are not like the old perforated style. When 


Notice Smooth a5 | card is detached one edge is as smooth as the other. 
Edge of Card ‘ope ¢ R Put up in tabs of 25 in neat case, They are printed 
cra 2 from Engraved Plates, not ¢yfe, and appeal to the 
When Detache | up-to-date business man, 
The following firms use them 
Westinghouse Electric & Manufacturing Co. 
Chicago Pneumatic Tube Co. 
James B. Clow & Sons. 
Chicago Varnish Co, 


——————————— 
The John B. Wiggins Company 


WRITE US FOR SAMPLES ENGRAVERS and STATIONERS 
AND PRICES 


149-151 Wabash Avenue . - Chicago 


“PAN- TOG” 


PROPER CARE FOR EVERYDAY CLOTHES 
A Gentleman’s Dressing Chair 


which presses and creases your trousers 
while you sleep, and provides an Improved 
hanger for your coatand vest—and a handy 
place for your slippers or shoes It's tho 
clothes you wear every day that you 
neglect; thls chairis so convenient that 1t 


is Caster to hays your clothes look well 
than otherwise. 


A handsome, strongly built 
plece of furniture, made of 
Quartered Oak, Golden Finish or 
Birch Mahoganized, Indispens- 
able in a gentleman's apartment 
Low enough to be comfortable 
when you lace your shoes. 

This chalr will positively 
prevent baggy knees by 500 lbs, 
pressure, 


Instantly applied, 
and trousers with 
appear as fresh 
every morning if froned, 
Saves its cost In six months and 
will Jast a lifetime. 


onty PL2Z.50 


Frelght prepaid to points 
Kast of Kansas, Nebraska 
and the Dakotas, and North 
of the Ohio Kiver, upon 
recolpt of priec Points 
beyond prorated, Mon 
funded after 10 day 
if not satisfactory. 


CENTRAL MANTEL CO. 
Sole Manufacturers 
1221 Olive St, ST. LOUIS, MO. 
AGENTS WANTED 


Pat. Dee. 
tst, 1901 


THOUSANDS" IN; USE PRIGES/S19.835:°50. 
Thexton Electric Envelope;Sealer:Co. 
f CH cay * mS 


Copy Kansas 
SAMPLE “Inyestor's FRE 
Investor's 
Review 


11 about great opportunities to make money In this new ofl 
field, ‘This special nuniber is fully illustrated and contains © vast 
fund of valuable, Interesting andrellable Information; read tt before 
you Invest adollar, Heed its advice and you will surely hecome a 
Successfulinvestor, There are hundreds of opportunities to make 
Dig money in Kansas oil. Get posted and keep posted. Do itnows 
not to-morrow, but right NOW, Ask for Kansas Oil Edition, jus' 
out, Address 


INVESTOR’S REVIEW, 1346 Gaff Building, CHICAGO, ILL. 


Tl Combines mon- 
MANUMENTAL ARITHMETIC {°sit si 
u oxterity. Brain-resting, time-say ng, work-provine! 
GRABS Nciiened for Goldman's Arithmachine, Light- 
est, Fastest, Cheapest Practical MT ent 
for Simplex ors @ECURI or: Prayont- 
PER punle: Check SV YSTEM ing Rarer 
System users, Latest and §Check-ralaing ares eo 
simplest Correctives of placing Z possible! Easily applied. ft- 
Dobits as Credits, Dollars as ,persedes | Mechanical Cet t= 
Cents or vico yersa, omitting 2 vances. Endorsed uy BanRS 
Entries or Balances, etc., etc. {and Depositors everywh 


if ¥ cl flet Series S. 
Ayoid Imitators and Variators, Request Lea {Seri s 
Henry Goldman, Inyentor & Speelallst, 145 LaSalle St, Chicago, 


The Saddle 
Gall You ? 


Does the closo confinement to uncon- 
genial drudgery irritate and chafe you? 

Throw offthesaddle. Get outoftheun- 
profitable and uncongenial work where 
progress is nearly impossible. 

‘There is no reason why youshould not 
be the rider, 

‘The I. ©. S. system of mail instrue- 
tion will put you in the saddle and help 
you to earn more. 

Our courses are inexpensive-from 
$10 up. Text books are furnished 
free. The booklet 


“1001 Stories of Success” 


gives a thousand and one examples 
of how our training has enabled our 
Students to advance from low posi- 
tions to higher ones. The accounts 
of the rise of some of these students 
read like romance. This booklet 
will be sent free to all who fill in 
and mail to us this coupon. 


International Correspondence Schools 
Box 825, SCRANTON, PA. 
Please send me your booklet, ‘1001 Storfes of 
Success,”’and explain how I can qualify for the 
position before which I have marked X 


Advertising Writer| Bookkeeper 

Show Card Writer Electrician 
Window Trimmer Elee. Lighting Supt. 
Mechan’l Draughtwman Mech. Engineer 
Architectural ** Civil Engineer 
Newapaper Mlustrator Surveyor 

Elec. Hallway: Supt. Mining Engineer 
Wall Paper Designer Architect 
Bookcover ** Bulld’g Contractor 
Civil Service Foreman Plumber 
Chemist Bridge Engineer 
Com. Law forClerks Stutlonary 

and Stenographers Gas st 


Name ————-—_-__—___. -— —-..- — 


I 
| Street and: No. ————___-_ 


State — 


+ 


A Complete Encyclopedia 
of Business System 


VEN that doesn’t adequately 
describe the Bound Vol- 
umes of System. In three 

handsome desk reference books 
you get the very cream—the vital 
substance—of SySTEM’s teachings. 
Filled with the writings of emi- 
nently practical business men— 
expert systematizers—they give 
you complete descriptions of all 
the improved business systems, all 
the latest office methods, all the 
schemes, the plans, the ideas in 
actual operation in our leading 
commercial houses. And every 
system is illustrated so minutely, so 
clearly, that youcan fit it to your own office, 
to your everyday work, without trouble or 
thought, and almost without expense. [If 
you desire 
TO BETTER YOUR PRESENT METHODS® 


KEEP SYSTEM ON YOUR DESK. 


Keep it where you can constantly refer to it. Keep it where its systems will give you tba 
control of your business. In the bound volumes you have SysTEM in ever-accessible orm, 
Then when some difficult problem comes up, that you can’t solve, you are sure to find 2 
comprehensive article in System that will simplify the whole trouble, no matter how di ficul t 
it may be. 1,570 pages of business-getting, business-keeping facts. All the numbers. since 
December, 1901, up to date—the numbers that have won for SYSTEM its national reputation as 
the magazine “for men of affairs’—bound in neat, substantial cloth. A complement to any 


business library. ) 

Here are but a few of the subjects treated: And here area few of the noted men who wrote about them: 
Buying Filing H, H, Vreeland A, F. Sheldon 
Belling Indexing Alexander Revell William T, Fenton 
Promoting Banking Tom Murray A, H, Zenner 
Advertising Shipping John V, Steger R. Westley Grant 
Factory Organizing Credits Will Payne y Herbert J, Hapgood 
Office Systematizing Collections Forrest Crissey John Farson 

And systems for everything, from figuring the cost Chas, J. Watts Frank Fayant 

of production for the manufacturer to keeping a And hundreds of other men of standing and 
perpetual inventory for the retailer. reputation in the commercial world. 


Enclosed 
find five dol- 
lars. Please 

send me on 
APPROVAL _ the 
Three Bound Vol- 
umes of SYSTEM. 

If find the set inany 
Way unsatisfactory, itis 

understood that you will 
refund my money on return 
of set, 


YOU CAN SAVE $3.50 IF YOU ACT TO-DAY 


The regular price of the three Bound Volumes is $8.50 the set. But 
to you, if you send in your order on this coupon ¢o day—not to- 

morrow—you can have all three for $5.00. A direct saving of 
$3.50 on books that are more important to you than Webster's 
Dictionary or Mercantile Reports. And if you don’t get 
more than you expected—if the volumes don’t pay you 

direct dividends—you can have your money back for 
the mere asking. Simply sign your name now, before 
the “wise ones” exhaust our stock. 


SEND THE COUPON TO-DAY 


The Michigan Central 
Chicago ~ Grand Rapids Line 


Between Chicago and 
Howard City 
Big Rapids 
Reed City 
Petoskey 
Bay View 
Harbor Springs 
Mackinaw City 
The Soo 


O. W. RUGGLES, Gen. Pass. & Tt. Agt. 


Grand Rapids....7he Tree-Embowered Factory City Chicago 


Parlo1 i Pullman 
and | Sleeping 
Cafe Cars - ree Cars 
an tt a . : pig on 
Day f ee x q Night 
Trains % : g re oe ; Trains 


Michigan Central Double Track and Semaphore 


The Michigan Central 
Chicago-Grand Rapids Line 


Between 
North Michigan 
Grand Rapids 
Kalamazoo 
Chicago 
The West 
and The Southwest 


SEND FOR FOLDERS 
Crescent Avenue, Grand Rapids 


| 
| 
} 
| 
; 


Buy and Sell Invest- 
ment Securities for 


We | 


CAPITAL STOCK, $200,000 


Stocks, Bonds and Mortgages Bought and Sold. 


OFFICERS AND DIRECTORS 


Cc. EB. RAYMOND 
Vice-President and Western Manager 
J. Walter Thompson Co. 


AUDITORS 


A. B. NETTLETON 
Vice-President and Treasurer 
Former Ass’t Sec. United States Treasury 


APPRAISERS 


Coach & Burchard Company Safeguard Account Company 
Chicago New York Boston New York Chicago Boston 
WM. B. BAKE! 
Secretary x ELDON J. CASSODAY 


Former Cashter Nat. Bank of Waupaca —_—Cassoday & Butler, Attorneys at Law 


FEDERAL STOCK AND 
336 Hartford Bldg., Chicago 


Philadelphla 
720 Arcade Building 


New York 
1124 Exchange Court Bldg. 


You 
Federal Stock « Bond Exchange 


Corporations Organized, Reorganized and Financed 
High=Class Investment 


Securities. Auditing, Investigating, Appraising. 


HENRY L. TURNER, President, Vice-President Pan-American Banking Company 


President Mackie Securities Company 


Keatinge & Walradt, New York 
Cassoday & Butler, Chicago 


MAURICE S. KUHNS, C. P. A. 
Certitled 
Universities 


HERBERT S. BLAKE, Vice-President, Manager Federal Stock and Bond Exchange 


Correspondence or personal interview solicited on all financial topics 


BOND EXCHANG 


A.P, MACKIE 


Toledo, Ohio 


COUNSEL, 


Public Accountant 
New York and Iinoly 


Toledo 
Spitzer Building 


Press Your Trousers While You Sleep 


TAKES OUT THE “GAG” 5° PERFECT PANTS 
PRESSER 


Simplest, handiest and most 
economical method. Keep trousers i 

S perfect order by placing them in the ee ences 
z s ing and by morning they will have that well-pressed, fresh 
BL taneSeaE ea stall s"’ crease, no matter how wet, baggy or 

y b ved many times a yea 2 

tinuously neat appearance without Ronn to Rie Ga ese “This 
is the day of the good dresser, Retain YOUR good appearance b} ue 
ing $3.50 for a Perfect Pants Presser. Use it 60 days; mon eh 
if unsatisfactory, Circulars and full information on'r acta 


PERFECT PANTS PRESSE ry, CH 
Some dealers have them, Any SSERCO., 677 Rookery, CHICAGO | 


BEFORE 


THE “BENNETT” EVER- 
LASTING MEMO. BOOK 
oO 


Full Russia Calf Cover, leather lined, with pocket for 
cards inside of cover, fitted with removable insert pad 
of 25 perforated, detachable leaves 
of Counting House Linen. Cover 
folds back, making a substan- 
tial pad to write on, Thou- 
sands sold, Pronounced 
by everyone the most 
convenient pocket 
memorandum 
book ever 

invented 


SESS 


THE FASTENER WITH 
A BULL-DOG GRIP 


f= Washburne’s 


Patent 


Improvea Fasteners 


Men find comfort and utility in their use, 
Applied to 


Price, 
complete, 
with your 
name on cover 
in gold, including 
6 insert pads, 


: Key Chain and Ring, - 25c. 
Saee $1.00 Cuff Holders, - - - 20c. 
inches Send No Money Scarf Holders, - - - 10c. 


Simply send us your name. We will send you the book 
and if it is perfectly satisfactory send us$l. If it isn't 
all we claim and the peer of any memo. book you ever 
saw, send it right back, The cut of the book does not 
do it justice. We know if you sce it you will keep it, 
That is why we are making such a liberal offer. Be 
sure to write for it,’ AGENTS WANTED, 


W. W. BENNETT CO., Toledo, Ohio 


2148 Glenwood Avenue. 


DON’Ti THINK 


OF YOUR BACK 
THINK OF YOUR WORK 


You won't know you have Ss > 
a \ ‘. 
AN 


Drawers Supporters, 20c. 


LITTLE, BUT NEVER LET GO. 
Sent Postpaid. Catalogue Free. Sold Everywhere. 
American Ring Company, 
Dept. 79, Waterbury, Conn. 


This Shows Our Business Man’s 
REVOLVING 


DESK CHAIR 


It is different from any chair you ever sat in, 
Thousands of business men use and endorse 
them. Insurance, banking and manufacturing 
men all like it. The Pullman Car Co. alone 
use over 5,000 of them. We couldn't afford to 
send them out on approval at our risk 
if they did not suit the people. We have never 
had a chair returned. 


What Users Say of Them:— 


“The chair {s Just as you recommend it ; Tam 
well satisfled with It.” 


C. Gersbach, Albany, N. Y. 


“The Automatic Panel-Back {s certainly 
ent excellent idea and very comfort 
able.’ 

A. O. Granger, Philadelphia, Pa, 


“I am so well pleased with 
the chair that I wish to order 
ono for my business office 


back, if you use a 
RICHARD’S 
“PIT-THE- 
BACK” 
CHAIR 


at your 
desk 


The chair that 


also.” 
Equitable lito ash 
keeps you quitable Lifo Ass'n, 
feeling New kere Chair Panel 
peed Co., Chicago, 
lay. 


Ill.—Please send 
me particulars 
and prices with fin- 
ishes of this and your 
other styles of chairs, 


Name.. 


OUR “SYSTEM” OFFER 
We are so positive that this chair will please you or any business 
SHAR MtNae we will send it prepaid on approval for trial to any 
responsible business man or firm, to be returned at our expense 
if not satisfactory. You can’t expect more. 


"ACCESS. <0 ccacwccsccusiacsslesesissce 


State 


| 
| 
| 
| 
| 


YOUR BUSINESS METHODS 


are often judged by the 
APPEARANCE OF YOUR CORRESPONDENCE 


vou ever stop to think how it would affect your prospective customer to receive a letter 
D3: Sa aniten with a cheap typewriter ribbon loaded with muddy colors peop odaang 
blurred, illegible letters? Ten to one it gives him a bad impression of your entire esta is amient, 
and you do not get the business. To produce a good impression you must ape per ect ri po 
one which will give bright, sharp, clean and clear-cut results, and it must not fi your Ope. Me 
Eagle Brand Ribbons meet your requirements in every respect. They are the only abso utely 
non-filling ribbons made. Thousands of the best organized business houses are using not only 
the Eagle Brand Ribbons, but our Onion Skin Finish Carbon Paper also, because the records 
made by it are clear and permanent. It is strictly non-smut. Yet it does not crack or chip and 
has tremendous wear, one sheet having been used 300 times. It is neither too hard nor too soft, 


but “just right.” 


Eagle Brand Ribbons are 75c. each, $7.00 per dozen. 
Onion Skin Finish Brand Carbon, $3.50 per 100 sheets. 

In order to give you an opportunity to try these high-class goods before purchasing in large 
quantities, we will send you one ribbon and one dozen sheets of carbon paper for $1.00. Give 
make of machine and colors used. 


THE AMERICAN RIBBON AND CARBON CO. 


Main Office and Factory, ROCHESTER, N. Y., U. S. A. 


BRANCH OFFICES IN THE FOLLOWING CITIES 


Boston, ror Tremont St. Philadelphia,zoz Real Estate Trust Bldg: Milwaukee, 918 Herman Bldg. 
Providence, 357 Westminster St. New Orleans, 308 Hennen Bldg. St. Louis, 506 Olive St. 

Hartford, 902 Main St. Toledo, Ohio, 334 Superior St. Kansa: 15 Dwight Bldg. 
New York, 1: 
Pittsburg, 412 


assau St. Detroit, 25 West Congress St. San Fran 9, 240 Montgomery St, 
Park Bldg. Chicago, 8; La Salle St. Seattle, 972 Union St. 


For $25.00 and up. 
I write good, strong booklets—the kind 
that talk, convince and actually sell goods. 
My booklet, ‘‘ My Only Solicitor,” is free 
write for it. 


louis O.FDDY 


General Advertising Agent 
Marshall Field Building, 


’ 


Chicago 


Don’t Keep Records in Books:=-Our Card System is Better 


A System with Merit pellvered prepaid anywhere 
in U. S. 


The only 


ate or sub- \ 


if ointers ; one set Buff A] 
Bree pornterey blue finish, together with our Booklet  Busin 
of useful information for business and Professional people wi sent, charges 


prepaid, upon receipt of $1.25in 5 3 i 
Prepac puponices Stamps orcurrency. Satisfaction guaranteed or 


Write for our Catalog B which i] ie li i 
Vertical Filing Cabinets. Catalog Dy OAGreKeR me cecoronaliend 


VETTER DESK WORKS Established 1879 


108 River Street £ 5 ROCHESTER, N. Y 


Muscles Like These 


Are made from the use of the 


Dowd Health Exerciser 


Acomplete home gymnasium for men, women and children. 
Takes but six inches floor space. Noiseless, durable and 
cheap, Indorsed by eminent physicians and men of high 
business standing.  “ Physical Culture for Home and 
School,"'300 pages, 8oillustrations, cloth bound, $1.00. A copy 
of this book is given free with the Dowd Health Exerciser, 


Send for a descriptive circular containing forty 
illustrations of the Dowd System —frac 


Chas. F. Jordan, Prop., 3! Washington St., Chicago 


Keep Count 
Automatically 


with 


VEEDER 
Se 
COUNTERS 


Does Your Balance 
Sheet Tell All? 


ooks of account, even 
B though mechanically ac- 

curate, often tell an 
incomplete, misleading story. 
They may, and often do, con- 
ceal a concern’s exact con- 
dition. 


{ s your system such that 
your bookstell you your 
earnings, each depart- 


ment’s returns, cost of manu- 
facture and other things you 
should know? 


Price $1.00 


We supply ten styles — some to register recip- 
rocating movements and others to register 
revolutions. 4 


Veeder Counters are extensively used on slot 
machines, punch presses, voting machines, 
cash registers, railway semaphores, telephone 
switchboards, and automatic machinery gener- 
ally to register the number of operations or 
quantity of material produced. 


FREE BOOKLET 


ur experts install systems 

that give the business 
man full and absolutely 
reliable information on every 
point. 


; THE INTERNATIONAL 
AUDIT COMPANY 


405 Merchants Loan and Trust Bldg. 
CHICAGO 


Our booklet, “Audits as a Business Aid,’’ on request. 
We solicit. correspondence 


THE VEEDER MANUFACTURING CO. 
HARTFORD, CONN. 


Makers of Cyclometers, Odometers, Tachometers, 
Counters and Fine Castings. 


T P that Daus’ ““Tip-Top"" 
O RO V Duplicator is the best, 
simplest and cheap- 
est device for making 


100 copies from Pen-written and 
50 copies from Typewritten original 


we are Sloe to send a complete Duplicator without deposit on 


* trial if you mention System. 2 
WCE Meciemto get out of order, no washing. no} Dress auc 
printer's ink, The product of 23 years’ experience in | mpl ators, 
Price for complete apparatus, cap size prints 8% by zane S$, $7.50, 
subject to the trade discount of 33!5 per cent, or $5.! . 


111 John St., New York 


FELIX A. F. DA 


i en 
Are you tired of worn, uneven, 2 
splintered pine flooring in your office ? 


WY 


A hardwood carpet of finest selected quarter-sawed oak made 
for just this purpose. Lends a look of refinement to the o Se 
Sets off the furniture to advantage, will not wear uneven or splinter. 
Always clean and easily kept so. Requires but little care, and is inex. 


ensive to maintain. 
2 FROM FOREST TO OFFICE 


ji roduct. We control and guarantee every process of its making 

Ow Pea uehe Yast Re aca yar averslenty of lumber ahead, This allows time for perfect kiln and air dry- 

ee Hence no shrinking or warping. We carry in stock more than thirty different kinds of orna- « - 
aieatal hardwoods, which we use in hundreds of beautiful and artistic cesiene F DEE aréects 
We furnish detailed plans and directions for laying, so that any carpenter of rena s " cal ey ity a3 tly. 
Beautifully illustrated catalog free upon request. Send exact dimensions and plans of vel oflice cet let us 
estimate the cost of flooring. Such an estimate will cost you nothing. . We have agencies ina pr inc ipal cities, 
Let us tell you which one isnearest you, and they will show you banks, residences and offices where our hih- 


class floors may be seen. WOOD-MOSAIC FLOORING COMPANY, 
Factory and Storeroom at Rochester, N. Y¥. 


Sawmill and Factory at New Albany, Ind. 


=a PET AT A eso ae 
VOLKERT’S INTERCHANGEABLE LI/ 


Sa 
FN. Volkert & Co, 


52,83 FIFTH AVE, 
CHICAGO 


Staffo 


ho YP HALLE EY 2 


2 


BB fo handle, simple. 
A ical and Cc? 


Use Barlow’s Patented 
Manifold Freight Tracers 


SEND FORCIRCULAR 


rd’s Desks 38:39. 


= Fino quartered white 

oak throughout; golden 

Minish, polished; raised 
panels. In top 3 le 

tiles, Card-Index draw- 

rivate compart- 

with door and 

lock, 7 small drawers 

@ ond 14 quartered oak 

front file boxes. In base, 

S center drawer, book 

drawer and 6 regular 

drawers all locked by 

curtain, Compared 

with others @50 would be 

@ reasonable price for 

thisdesk. It is 5linches 


No. 35—60 in, Long. high and 84inches wide, 


and comes in 3 other 
Price $39.00. sizes at comparatively low prices. 


One copy for R. R. Co., one 
for your customers—one to keep 
—all written at once, 
cents per book of 100 
tracers. 


Cash with order and we 
deliver in United State: 


BARLOW BROS. 


91 Pearl St. 
Grand Rapids, Mich, 


We Make School and Church Furniture 
WE have just gotten out a new and want Agents and Dealers everywhere, 
blank to keep track of your ASK FOR PRICES. Hone erate Noe ey 
© © ‘freight claims. Send for Sample. E. H. Stafford Mfg. Co. Astor Jaynowriteralte 


Chicago, Il, Catalogs | school Furniture 1478. 
1h Church Furniture 1470. 


a 


HAL 
: i i 


Hi 


HERE IT Is! 


Any CLIPPING PRICE LIST, BUSINESS DATA, is 
instantly at your finger’s end if you file it in 


The Ready Reference 
Desk File 


It's a systematized little savings bank for all your miscel- 
lancous business memos. It's an indexed catch-all for 
your data, clippings, price lists. Instantly available, ’ 
always get-at-able. Keeps your desk clean. Keeps 
your mind clear. Saves your time. Saves your temper. 
What are you now doing with the little clippings, busi- 
| ness information, price lists and all the miscellaneous 
j snatter that is constantly coming to your desk? Things 
# you want—youneed—must have for reference—sometimes 
} 1apede your work now. You'll need it to-morrow, but it 
] up your desk to-day, It stacks up, Every day 
es the confusion. You jam it at random into 
onholes, desk drawers, anywhere. To-morrow you 
veh in vain for some clipping, information, quota- 
ete. 
i Stop this worrying, time-killing habit now with 


A READY REFERENCE FILE 


It will save your brain, time and money to an extent 
far in excess of its cost. 
We have on file testimonials unsolicited from such men as 
re H. Daniels, general passenger ngent. New York; KE. S. 
oy, €x-comptroller currency, president Bankers’ National 
ank, Chicago, and others equally prominent. One bank offl- 
clal writes confidentially that this outfit has enabled him to 
dispense with his filing clerk. It will be found as yaluable 
to you. If not, you get your money back. 


SPECIAL OFFER: 


This cablnet outfit complete, with fifty patent flexible 
indexed compartments, In handsome polished quartered- 
oak case, together with a complete card system for 
cross-referer with 200 cards and gules, fs cata- 
dand regularly sold at our factory for 89.00 1 
to get the outfit in the hands of eve: 
SYSTEM yveader we will make the price 87.50—trans~ 
portation and packing charges prepaid. We don’t 
expect to make a profit on these sales — that 
would be out of the question. But we are so con- ° 
fident that thiscabinet will prove Indispensable 
to you that we are willing to rely on your A? 
future orders for our compensation. &S 


Library 


This low price offer we limit to threo 9 In 
hundred cabinetssand we expectthat these AYO Filing 
three hundred cabinets will go very ww / Cabinet Co. 
quickly as soon as this advertisement Ry 321 Wabash 
appears. Send in your order to-day y & Aye 
and insure yourself a cabinet at this Go 
special price. & CHS 


If you desire more information 
regarding these cabinets, a postal 
will bring It. 


Enclosed find 
0, tor which 
please send me ono 
#9.00 cabl- 


Special Discount to 
Office Supply 
Houses Buying in 
Quantities. 


Name 
Addre: 


Much Comfort at little cost. 


Over half a million people have leamed that 
an Oil Heater in the home is indispensable to 
real comfort. The cool evenings and rainy 
days of Spring and Autumn demand an eco- 


nomical and convenient method of “taking off 
the chill.” The searching winds of Winter in- 
variably make some one room in the house un- 
We solved the problem, by 


comfortable. 
perfecting 


\The Safety Burner 


as shown above, and used exclusively in all 


Aluminum Oil Heaters 


Over 500,000 of these stoves are now in daily use, and we 
will send you one express prepaid for 


A Ten Days Free Trial at Home 


There are none of the usual ‘‘Donts” about an Alumi- 
num Heater. The wick does not enter the oil chamber. 
They cannot explode (note air spaces in drawing above; 
these absolutely prevent overheating.) They are positivel: 
shal Gless and Odorless (no gauze screen to clog up an 
smell. 

Each Heater is equipped with a deflector in the body of 

4) the stove that prevents the heat from going straight up to 
the ceiling, but forces it to radiate from the base; thisis not 
pepeele with any other Burner. Water placed on top can 

¢ brought to boiling point in a few moments. This feature 
is very convenient in the sick room or nursery. A blind 
man can re-wickan Aluminum. 


Fill Out the Coupon 


in lower right hand corner and mail it to-day and 

we will send you full particulars including cat- 
alog and prices showing just 
how you may have one of 
eink ters in your own 

home fora 10 days trial 

Free from cost. 


Novelty Mfg.Co. 
83 Smith St., 


Jackson, 
Mich. 


Please send me full 

particulars by mail re- 

garding your 10 days 
trial offer of Heater. 


Nameservers 


LO weweare 
BOW 
State. 


Actual Use 


will soon demonstrate the worth of our 
machine to you. It costs you nothing to 
know just how much it will benefit your 
business. Our 


30 Days Trial Test 


to all responsible houses makes it possible 
for you to satisfy yourself fully as to its 
advantages, without any obligation or expen- 
diture on your part. The 


BURROUGHS 


Adding Machine 


aids bookkeepers, clerks, accountants, pay- 
masters, treasurers, and all who have to do 
with figures. Does all the hard part of 
accounting work and is absolutely accurate. 
Lists and adds with ten times the speed of 
old methods, Is simple and easy of opera- 
tion, Beginners use it easily, after ten min- 
utes’ practice. Lasts a business life-time, 
and more than pays for itself every year. 


17,000 In Daily Use 


It will pay you to investigate. 
Write for new booklet. 


CUT OFF THIS COUPON AND MAIL TO 
AMERICAN ARITHMOMETER, COMPANY, 
Block 7, St.Louis, Mo. 
. Please mail me your catalogue fully describ- 
ing the Burroughs Adding Machine and its use, 


with full explanation of your 30 Days Free Trial 
Offer. 


Name..... 
Firm Name... sete cecscecenacvcs 


Address... 


FREE r-ro-vare 


LOOSE-LEAF LEDGER SHEET 
ORDER BLANK 
INVENTORY SHEET 


RUBEL MANUFACTURING CO. 


Department S CHICAGO, U. S. A.‘ 


ARATEPTIPLEP 


The Protecticheck is guaranteed 
to prevent the possibility of 
check being raised. Ite 

and indelibly stamps ac 


amount called for). It 
fromé&5 to 85,000, Check is pla 
machine rightaide up and our spe: 
adjuster embosses as light oras heavy 
as desired. 
Its uso gives a toneand business-like appear 
check, therefore helps your credit, Our spe 
makes mistakes impossible; it shows only th 
bo stamped. It also keeps numbers clean and 
Handsomely finished in oxidized copper and polis 
Being the best machine made, we send it 
prepaid on thirty days’ trial}, if you mention SysTEM, 
Price, 812.00. 


ROCHESTER METAL MFG:CO:Rocheste 


FACIORY ent OFFICE| | _ 
PNEUMATIC AUTOMATIC SYSTEMATIC 


Ui 


check sheets. blue prints. smal. 

tools, packages, etc, about works 

and within buildings. _Depart- 
ments put in instant touch with each 
other and with themanagement, Send 
for catalogues. 


F°s carrying mail, orders. pavoieess 


LAMSON CON. S. 5S. CO. 
161 Devonshire St, = = = Boston, Mass, 


fare Not in the Trust 


THERE ARE ONE HUNDRED 
AND ONE GOOD REASONS 


why you should talk to us about Typewriter 

Chairs,Countet Stools and ‘lables. Here are 

a tew: Ourstools are made of wire and stand 
the racket. They are the hand- 
somest fixtures in this line put 
out to-day. The best equipped 
stores and offices have noth- 
ing else. Our facilities enable 
us to quote prices that will 
suit you. 


THE CHICAGO 
WIRE CHAIR CO. 
65 N. Jefferson St. Chicago, lll. 


} 
° > ’ 
in French’s Mixture Smoxe 
Mad S ja 3 N i a 
) Rie ian penclcted North aralia tat. You Ne ed An 


| fe 0 sticks or stems, Its delicate 
/ aromais pleasant to the most sensitive. It is the 


e e 
highest grade smoking tobacco Manufactured, Mi Ad V 
and delightful, Has afine natural flavor ananeven er ising an 
bites the tongue. A trial proves its perfection, 


Equally suited to pipe or cigarette. Your d It matter: F 
doesn't have it. We sell only from aetsnonre E pncuuicre you are, who you are, whether 


eHoenainece n factory to | you are a manufacturer, a wholesaler, a retailer, a 
A wala If you want your business to grow—you 
A Trial for 10 Cents $i7o.us_ten cents in | need me, 


silver or stamps and i 

We willtmailineetae You need me now. Now when you are planning— 
large sample package | Planning for larger success and more dollars in 
Write for Booklet | Profit. 

giving full particulars | IT am an advertising man. 


French I am a planner, a designer, a writer of advertising 
Tobacco Co literature. 

” | I supply the need for an advertising expert—where 

STATESVILLE, N. C. you cannot afford, and where it is useless for you, 


to pay $1,200.00 and up per yeai fora manager and 
writer. 


mers 


All your plans, purposes, schemes—I make my 
own. I win when you win. My success depends 
on your success—if I help you. 


Under my yearly arrangement you get your matter, 
in every detail, cared for at the time you want it, 
the way you want it. 

If you want just special service right now—a series 
of advertisements, a booklet, a follow-up system— 
tell me so. 

The important thing is for you to get in touch with 
me and for me to learn your needs, 

Everything I write I make clear, sensible, direct. 
I study my subject—my audience—then write as 
though my life depended on convincing your reader 
that he should buy the thing you have to sell. 

I want you to read my little booklet. It goes into 
detail as to my service. I will send you free “Help 
for the Business Man” and give you full informa- 
tion on the thing you want to know about if you 
will sign and send me to-day the 


Special SYSTEM Coupon 


TYPEWRITER  fiiysis. aa. 
RIBBONS creer tired’ bons see for one, 


i 
iy 
for twelve, by mail postpaid for 
cash with order. In every way equal to the finest 7s5c and 
$1.00 ribbons, All colors—all machines, Long wearing— 
non-type filling. Send us a trial order, Sellers of Type- 
writer Furniture and Supplies, 
PARAGON WORKS, Beaver Dam, Ky. 


|| ANYBODY with $5.00 2 month Capital, 
and Common Sense can now make a Fortune in 
Oil. Postal will bring **A Straight Tip. 


FRANK H. WRAY & CO., Brokers, 
533 Broadway, New York. 


EORGE MATTHEW ADAMS 
00 FISHER BUILDING, CHICAGO 


nd your booklet “Help for the Business Man,” Weare 
ern thio following service and want special information 
and terms. 

.. Yearly Advertising Service 
Catch-phrases, Trade-marks 
Advertisements Written 
Streot Car Cards Written 
Follow-up Systems Devised 


The Asbestos Copying Bath 


Originated, per- 
fected and made 
by.us, has positive 
points of superi- 


onity. 

Absolutely, even 
distribution o! 
moisture, rendering 
distinct copies al- 
ways, paneer le. 
Simplicity of operation, as, by automatic dampening or ite 
finds no trouble in, keeping bath im Beir SBES TOD LINING 


rapid, odorless, rustproof. ‘ EST 
withstands hard usage. Good for all tissue copies ‘orm. 0 


i i i ircular. 
loose sheets. Sold by leadingstationers. Write us for free circ 


THE CLEVELAND COPYING BATH CO. 
Cleveland, Ohio 


Designs, Illustrations 
Bookiets, Folders, Cards 
Posters Plann d, Executed 
Professional Advice 
Organizing Advert’g Dept. 


The Earning Power 
of a Minute 


Eyery business man places a definite value on 
his time. He expects to accomplish just so much 
in acertain time. He is affected by time during 
the entire day—he adjusts himself and _ his 
work to time. He trains his employes to do 
their work accordingly. Time figures as the 
supreme factor in most of the daily business 
transactions. 

System in business saves time. Each minute 
saved increases the earning capacity of the 
business. : 

To systematize each minute is to increase the 
earning power of it. In this way the bu 
business man is en- ’ 7 
abled to adjust him- 
self to his own time, 
likewise hisemployes. 

What may be the 
exact earning power 
of a minute to a 
business man, can 
be increased, proba- 
bly doubled, by the 
use of the 


PERRY 
TIME 
STAMP 


It enables him to sys- 


tematize time. Avoids 
errors — makes his em- 
ployes more competent 
and industrious, and will 
fitany partor department 
of his business, Itis a 
time stamp that will per- 
form the services of a 
clerk. It will proveitseliso if given a chance to demon- 
strate its value. Jtcosts nothing totryit for ten days. 
If it does not prove all that is claimed, return it. Other- 
wise, you will find that the cost, $20.00, isan exceedingly 
good investment. 

The Perry Time Stamp is not heavy, yet strong and 
durable. Prints direct from type, seli-inking, automatic 
and portable. All metal parts highly polished nickel 
steel—clock—stem winding, The only Time Stamp backed 
by a guarantee. 

Write for particulars, or if you wish, we will send the 
stamp on trial for ten days, 


Perry Time Stamp Company, 
72 South Canal S.reet Chicago. 


Yt 
Ox 


BURLINGTON ROUTE, 
C. B. & Q. RY. CO, 


JUL13 1904 


American Steel & Wire Co. 


SECRETARY'S OFFICE. 


“BU 


SINESS 
every bit of it 


You can read SYSTEM inan hour. You can study 


it a full month with profit. 132 pages brimful of 
business. Through SYSTEM you can learn all 
that anyone can possibly tell you about system and 
business methods—all the new business tricks that 
save time—all the little office wrinkles that save 
worry—all the short cuts that save work. In every 
issue of SYSTEM is crystalized the actual method 
of successful men. We search the whole world of 
business every month for ideas for you. If your 
competitor has a better way of doing things than 

ou have, you can learn of itin SYSTEM. SYS- 

EM is more than a magazine. It is the business 
man’s field book and guide. But better still, SYS- 
TEM has a staff of experts—practical business 
men—who are at your service to solve your business 
perplexities—who will answer any question you ask 
them gladly, completely and promptly. ‘This ex- 
pert service will cost you not one single penny if 
you are a subscriber to SYSTEM. ‘The price of 
SYSTEM is $2.00 a year. 


: . se 

Read this Special Limited Offe: 
5 We have a little device (which we 

i 3 got up for our own use) called the 
Perpetual Reminder. ‘Worth 47 
pigeon holes,'’ as one user says, 
‘and any number of note books."’ 
Placed on your desk it is a re- 
ceptacle for all the miscellane- 
ous matters—all the memoranda 
now scattered about the office. 
It is a complete desk and pocket 
card system, It is handsome 
“enough for the finest mahogany 
re desk, and, once used, is proven 
necessary to any business man who is bothered with detail. On 
the front of the box is your name in gold letters. We have 
on hand a number of Perpetual Reminders which we will give 


ABSOLUTELY FREE 

id 

With Your Name in Gold 

Send 62.00 for a year’s subscription to SYSTEM and we will send you, 
every cost prepaid,a Perpetual Reminder, with your name in old 
on the front, and at the same time we will enter you as a subscriber 
to SYSTEM for one year and will send you an expert consultation 
certificate entitlIng you to free advice, Or if you are already « sub- 
scriber and your subscription has not yet expired, order us to renew 
the subecupuion one year from its present date of expiration and 
we will send youa Reminderfree. Donotdelay. Write your name 
in the white space and send @2.00 to-day, 


Remington Standard Typewrit 
Grand Rapids, Mie. 


I hardly see how 
witha He I could afford to be 


J. M. Brown, 


The Burrows Bros, Co,, 
Cleveland, O, 

A single suggestion we have found often: 
times to save us more than the a 
year’s subscription. coetrotia 

BuRRows Bros. Co, 

“Since we subscribed to your magazin 
we have completely changed our ettiods 
of bookkeeping, and have heen guided solely 
by the suggestions contained !n System.’ 

MITED STATES FIDELITY & GUARANTEE Co, 

Chicago, Ill, 


THB SYSTEM COMPANY 
987 First National Bank Bullding, CHICAGO 


943y S2724DPY 
PRY IMD A An0k 21344 


Don’t Forget the Details 


segs System Aemindex, tet 


you 


An always-wlth-you automatic tickler. Reminds 


Invaluable to all who would be prompt. Systematic or successful. Eleg: 
y I , SYS (: SS : tlegant leather 
vest-pocket case, 2% x437; carries dated cards for two or four weeks ahead; extra 


cards for special memoranda, Handier, quicker, more useful than any me 
‘anda, fi i 7 a emo 
book or other card-index. : 4 


Used by thousands of prominent bu siness men al 
over the United States. ; ae : 


ou to do things at the Tight time, 


A Fresh Card for every day in the year 
—In neat hardwood cabinet on your 
desk, with memos fora year ahead, 


A year's experl- 
You Need It. ence has proved 
that almost everyone needs it, But 


Quick reference to any 
past or future 
memo, 


¢waLLYW avd ON 


you might nezlect toorder. ‘To in- 

> troduce quickly I will fora short 
aa time prepay express in United 
5 3 States. Real seal case, polished oak 
<9 Macey 640 Elusurord aut cabinet yall connate, e008 Ores 

a , now and get the full benefit of it. 
go Write Gallon act Rett Good onifits, $1.50, $2.00 and $2.50, 
mei Otis frame I¢kxar BOOKLET FREE, 
= 
ot Metal To plan your work. 
me Helps You To work your plan, 
a0 All prices cover cards for the twelve 
ER succeeding months, in addition to 


the current month of purchase, 
Agents and local mgrs. wanted. It sells at sight. 


en’l Agt., 77 North Water St., Rochester, N. Y. 


4 


CHAS.V 


f 


G 


Surely You Want One 


he Swinging Typewriter Stand is one of those in- 

valuable inventions which make an office man wonder how he 
ever got along without them. Attached to either or both sides of 
the desk, it swings the typewriter, card index or reference file 
around just where you want them, and swings them back out of the 
way when you are through. Gives one-third more desk room, 
Saves time, space and money, When you've read the little de- 
scriptive book and learned how little they cost, you'll not be 
Satisfied till you've seen and tried the Swinging Typewriter Stand, 

Let us send you the little book, 


The Swinging Typewriter Stand Co. 
~’ 514-526 Madison Street : :: :: Toledo, Ohio 


Absolutely Self-Indexing. Made in both Bound and Loose-Leaf. Saves Time and Errors. 
Over eae Thousand Firms now Using It. Two turns of left hand will locate any account 
in an instant. Perfect Simplicity. NVRITE FOR SAMPLE. 


TRIBUNE PRINTING CO., - Jefferson City, Missouri. 


Prove You’re Right 


Just show the date, hour and 
minute you did it, stamped with 


The Automatic 


° 

Time Stamp 

It is indisputable evi- 
dence. Especially made 
for and adopted by the 
Treasury Department. 

Stamps the exact hour 
and minute, day of the 
month and year. Firm name or department on 
orders, invoices, mail, etc. 

In use in thousands of the largest offices and 
banks the country over. Most convenient 
method of recording employes’ time spent on 
jobs, Constructed so that clockworks are 
relieved of all jar, insuring absolute accuracy. 

Carefully constructed and thoroughly tested 
before leaving factory. Every machine backed by 
guarantee to give satisfaction or money refunded. 


Send for particulars and prices to 


The Automatic Time Stamp Company 


Originators of Time Printing Machine 
160'4 Congress St. - BOSTON, MASS. 


Special 
Propositions 
to users of Printing 


Having recently installed automatic printing 
machinery we are able to quote way-down 
prices on long runs of deposit slips and other 
forms for banks; bandand other labels for mls; 
receipts, forms, letter-heads, etc.,for the count- 
ing room; bottle wrappers and typewriter cir- 
culars for medical houses; tag cards and other 
supplies for railroads; press-work for the trade 
and firms having their own printing plants. 
Send samples and get our figures. 

We also makea specialty of cork top and other 
round labels, printed from engraved plates. 
You cannot invest two cents better than to get 
our estimate on large or small lots of labels. 
Color Barometers—an advertising novelty that 
is both uniqueand profitable. Lasts ten years. 
$25.00 for 1,000. Sample roc; none free. 


Louis Fink & Son :: Printers 
Fifth and Chestnut Streets, Philadelphia 


Your Beauty 
Sleep. 


The Beauty Doctors all agree 


that sleep is nature’s greatest aid 


to charming femininity. Famous 
beauties of this and other lands 
know the value of sweet, refresh- 
ing slumber—not the nerve-rack- 
ing tossing of a body physically 
exhausted. You can get the 
sweet sleep of a little child every 


aie night of your life by taking, 
) 


\ on retiring, half a bottle of 
Abst Extract 


The “BEST” Tonic, every S : 


It is a liquid nerve 


day. 
food; the concentrated \¥ 
goodness of malt combined 

with strengthening and quieting 
influence of health-giving hops. 
It is balm to the weary and worn- 
out nerves. It quiets the rapid 
heart action and thus lulls, you 
into a gentle, refreshing, restful 
slumber, from which you will 
awaken in the morning with a 
daintier, rosier bloom of health. 


Sold by all druggists. 


Wnite for free booklet. Pabst Extract Dept., 
ilwaukee, Wis. 


T—— en 
REQUIRES © 


“A 
Ve 
\S 


; nes every advantage over the old-style paper case. 
Si hee light, strong and durable. Being made of 
@) thin bronzed metal, it will not break or burst in 

handling or shipping i 


4}}//, and repeat. dly 


= == 
LSS 


and can be readily counted with- 
out opening. 

y AMOUY 
ASODTO o . 

LOI WITHA Ne 
CABLE ON 


=/ smi S\ \ 
Yi 


AL 


CABLE COW SE 


are being adopted by the largest banks 

the country over, and are giving the 
lighest satisfaction, as the following let- 
ter will prove: 


Cost but little more than the old-style case, but their superiority is so marked 
as to more than balance any difference in price. 


Manufactured by- 


0., 55-56 Imperial PowerBldg., Pittsburg, Pa. 


Dust Ruins More “=< Than Fire 


| We said that last month, and we are going to repeat the statement again and again until yourealize 
| the truth of it, You carry fire insurance for protection, why not protect yourself against dust ? 
It is the fine dry dust that moves about and settles on your stock and machinery that does the 
damage. This is the dust that carries disease germs. Why not rid yourself of the dust nuisance? 
THESE PEOPLE HAVE 


The Eastman Kodak Co., Zhe Westinghouse Electric Mfg. Co.. 
Joseph Schlitz Brewing Co., The Allis-Chalmers Co.. Swift & Co, 
and thousands of others. They use and recommend The “World's 
Only” Dustless Brush. Reduces dust 97 per cent by actual official 
test, We will send our brushes to readérs of “System"’ on thirty 
days' FREE TRIAL, Write to-day to 


MILWAUKEE DUSTLESS BRUSH COMPANY, 
127 Sycamore Street, oI - - Milwaukee, Wis. 


The Braun Manufacturing C: 


5,000 LETTER HEADS $12.50 


TWO COLORS OF INK 
BOND PAPER 
PADDED OR BOXED 
WRITE FOR SAMPLES 


CENTRAL PRINTING COMPANY 


INDIANAPOLIS, INDIANA 
10 WEST PEARL STREET 


0 ters and a telephone car nique well 
t of fancy blotters and ph ard that is unique and we! 
Send 10 cents in stamps for a se 


The 
Mimeograph 
Way 


is the wholesale way 
—the quick way 

—the way things are done 
to-day. 

Write one—print the rest. 


Easy 
Simple 
Quick 


Circular letters 

—blank forms 

—orders 

—price lists 
—instructions. 

Pays for itself over and 
over in time saved. 


All done in 
office, too. 


“Red Book”’ tells all about 
Edison duplicating systems. 


your own 


Address your postal 


A. B. DICK CO., 


170 W. Jackson Blvd., 
Chicago, lil., 


or 50 Nassau St., New York, and 


Do It Now 


—that’s Mimeograph way, 
too. 


W here 


do you keep your price lists, 


your memos, clippings and various business 
data? Probably scattered through every drawer 
and pigeonhole in your desk. Then there fol- 
lows a long, tiresome, temper-ruffling search for 
any certain memo you may wish. Stop the 
confusion. Use a 


Ready Reference Desk File. 


Keeps important data at your fingers’ end. 
Easily filed, quickly referred to, nothing com- 


plicated. : 
For full particulars see our half-page ad. else- 
where in this issue, or write for illustrated cata- 


logue. Address 


THE LIBRARY FILING CABINET 60. 
321 Wabash Avenue, 


CHICAGO. 


THE MINING HERALD 


Leading mining and financial paper, giving all the news 
from the Mining districts, and containing latest and most 


reliable information on the mining and oil industries, 
principal companies, dividends, etc. Every investor s hould 
have it. We will send it free for six months upon request. 


A. L. WISNER & CO., - 32 Broadway, New York 


THE HOGGSON TIME STAMPS 
print the year, month, day, hour and minute on 

legrams, letters, important pupers and records, 
showing exact time when received, signed, sent, 
filed, ete. 

Correctly times every act, operation and transac- 
tion. The }deal machine for office and factory. Saves 
disputes and answers that most vexatious question, 

WIKAT TIME WAS IT? 

Endorsed by Governments, Banks and Corpora- 
tions. Guaranteed. Used and endorsed by Pub- 
lishers of this p r. 

rice $15.00. 


SEND FOR CATALOGUE 


IN CORRESPONDENCE & 


= 106-1 kk. 
STU D INSTRUCTION, 
LAW Established in 1892. 


Prepares for barin any State, Combines theory 
and practice. Text books used are same as used in 
Jeading resident 

Three Courses: College Course, 
Graduate, and Busin vaw Courses. Approved by 
the bench and bar. Full particulars free. 


Chicago Correspondence School of Law, 
Reaper Block, Chicago. 


*° 


Manufacturers best help their help by he 


Iping the 
save. A sino philanthropy. 1 "& tem to 


HAND OF 
FORTUNE” 


“TT HYPHO- 
TIZES THE 
SPEND- 

THRIFT” 


PATENTED OCT. 0, 1902 


A HOUSEHOLD CASH REGISTHR 
—Can be Bolted to Desk or Table. 
AN AUTOMATIC RECORDING SAFE 
—It Registers Your Savings. 
A SUGGESTION IN BESSEMER STEEL 
—It Constantly Invites You to Save. 
INS, PREMIUMS AND CLUB DUES MADE EASY. 


TEN BANKS IN ONE 


TEN SEPARATE COMPARTMENTS 
FOR COINS AND BILLS 


The saving habit sums up the word success. You get 
this Recording Safe for home or office and fill it with 
your spare change and you will be the safe and $30.00 
ahead. And more, as you save bills. Nor can you resist 
its silent request to be filled. It is the greatest econo- 
mic device in the world, of incalculable worth to wife 
orchildren. Made of chilled iron and Bessemer steel. 
All expenses prepaid, $1.50. Returned if Not satis- 

: factory. Re. 
presenta 

9] wanted, 


Agents. 


/ The Open Safe 
Ten Money Cells 


It's Like Gather- 
ing Honey from 
the Full Hive 

It Sells at Sight 


Boys and Girls 
and Agents can 
make $5 to $25 
a day 
It does its own 
talking 


PRICE 


$1.50 


| Engraved Nameplate 25c Extra 
eats DELIVERED 


Send $1.50 for Sample at Once. 


The National Recording Safe Co. 


32 ADAMS ST., CHICAGO, ILL. 


Orders and inquiries first 10 days’ advertising excceded 67,000 


HIS is the age of System. The papers 
are full of advertisements of systems 
and system makers. The succesful 
merchant and manufacturer prides him- 

self on the exact way his business is run. 
He can tell you toa fraction 
of a cent the cost of each 
article he manufactures, 
He knows what per cent |i 
must be added for his non- TrNe 
productive expenses. He 
knows what each sales- 
man earns him. He knows 
a lot more things about 


his business than one would beliebe possible 
to know. 


EXPENSE BOOK 


Ask him rather quickly what it costs him to live, to run his 
house, the various costs of his personal and household 
expenses. Can he answer? He runs his business cor- 
rectly, but his house runs itself, 


A single man spends his money and is satisfied as longas 
the money lasts. After he marries things become a trifle 
more complex. He finds that the money does not hold 
out. He wants to save. Where shall he begin? He 
generally does some such foolish thing as cutting out 
cigars, or walking down to business—for a while. 
Take hold of the Proposition In a broader way. Analyze 
your outlay. It may require a radical change to put the 
matter right. Where does your money go? Carfare last 
Ratan much? Rent—how much? Now figure. 
ould it be better to Pay more rent and less carfaie? 
Is it better to be a suburbanite and pay carfare ? 
Housekeeping divides itself into Such items as groceries, 
help, rent, gas, fuel, etc, Boarding will cost so much. 
Which is better? Las: year you ran the furnace. John 
is shoveling the coal this year, foes he burn more or 
less? The past three months, Mary, the cook, has been 
In charge of the kitchen. The meat and grocery bill is 
double that of the same three months One year ago. Let 
Mary depart. * Your doctors and medicines cost so much. 
How much did you spend fora vacation ? Better spend 
more on recreation. Know what you are doing in order to 
know what you can do. 


The originator of the Economy Expense Book was 
an expert accountant. he could keep the books o 
anything from a grocery store to a railroad. le 
could compute the intricate costs of a factory’s 
product to a farthing. He didn’t give much thought 
to his own money. Then he did some things, and 
he realized he must economize, but where? In 
what direction could he curtail? He had nothing 
tangible beyond guesswork to goby. He must habe 
some sort of figures to guide him. He wanted to 
see What each department of his household and per- 
sonal outlay cost. A book was drawn up and 
printed, Jt was simple enough for a child, but it 
gabe results; tt showed things. It pointed out fast 
what everything cost. Its totals showed compari- 
sons by weeks, months and years o; similar ex- 
penses. It hadtoshoW. You couldn't hide it. lt 
showed where you were increasing or runnin: 
behind. That book Iwas THE ECONOMY EX- 
PENSE BOOK. 


Tf you wish to see a sample page send us your name. The book 
costs $1,50 and will last wo years. We will deliver it at your ad- 
dress on receipt of price. Returnable in 5 days if not satisfactory. 


GEO. C. WOOLSON & COMPANY 
NEW HAVEN, CONNECTICUT 


Know Exactly 


when your orders were filled, when corre- 
spondence was received, when invoices were 
shipped, length of time consumed by on 
ployes on each job. Stamp the exact time with 


The “Superior” Time Stamp 


Keeps track of the time. Spurs your em- 
ployes on to more rapid, more accurate 
work. Prevents loss of time by 
showing you where the leaks and 
delays occur? 


This 
cutabout 
¥4 actual size 


Economical 
Durable 
Reliable 

S Quick 

Fool Proof 


Positively the only 
time stamp which will 
not get out of order. 

Prints direct from 
type face. No loose 
type required. Type band 
has dates for 10 years. 
Strongly constructed. 


The PRICE $2.50 


puts time stamps within reach 
of all business offices 


NATIONAL BISCUIT COMPANY 
UNEEDA DEPT. 


EGEIY 
IR a 23 aD) ‘ 


4/8) 9)10)11)12) 1\2)3) 4) 5)6 


MAKES IMPRESSION LIKE THIS 


Light and easily handled. Nothing i- 
cated to get out of order. Price Beas 
Firm name and name of department set in 
each stamp free of charge. Write for 
catalogue and full particulars. Fill 
out the attached coupon and mail 


to-day. When ordering stamp, enclose $2.50 
and copy of matter you wish to print, 


Safford Stamp Works 


31 Barclay Street, 
NEW YORK 

177 Madison 
Street, 
CHICAGO 


Safford 
Stamp Works 
177 Madison St. Chicago 


Please send me catalogue 
and particulars concerning 
your time stamps. 


NAM Claiealonaalse hte ne> oneelsor clea) 


Streeteers vevcrercioss 
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The Advantage 
of Partnership Insurance 
To Business Firms! 


The success of a business firm depends largely on 
three things—brains, experience and capital. Death 
may deprive a firm from any or all of these assets ; 
life insurance can protect all three. It Js not sur- 
prising, therefore, that wide awake business men turn 
to life insurance for that protection. 

To illustrate the value of partnership insurance, 
let us assume that three business men form a co- 
partnership; <4 furnishes the capital, B the expe- 
rience and @ is expected to accomplish as much for 
the firm as either of his partners because of his gen- 
eral ability. The combination is strong, but if A 
should die prematurely the firm might be crippled 
through the withdrawal or tying up of its capital, 
If B died the firm would suffer from the loss of B’s 
experience. If C died the business would languish 
through the loss of that partner's energy and enter- 
prise. Although only one member of the firm has 
contributed capital, it will be seen that the contri- 
butions of the other members have a distinet money 
yalue, Now, death cannot be averted, but life insur- 
ance can be employed to compensate for the loss— 
the money value of the life that is terminated. The 
best method is for each partner to insure his Ife 
individually for the benefit of the firm, ‘hen, if at 
any time a readjustment is desirable, or if the firm 
should be dissolved, the policy on each Ilfe can be 
dealt with independently. 

Let us assume that in the case under consideration 
each partner has insured his life for $10,000 for the 
benefit of the firm. If A dies his policy will at once 
yleld $10,000 for the continuance of the business, If 
B dies $10,000 cash will furnish a fund to make up 
for his loss, and likewise with C in case of death. 

It is a rule without exception that a man’s estate 
shrinks in value at death. Large interests have often 
been practically wiped out for the lich of ready 
money upon the death of a successful business man. 
What is true of an individual is equally true of a busi- 
ness firm or financial enterprise, The death of a 
partner causes a temporary stoppage of the wheels of 
the business, and often results in confusion and even 
disaster. Reorganization is necessary, creditors lose 
confidence and call for investigation. and the financial 
condition of the firm must be tested before its credit 
can be reestablished. Ready money is of incalculable 
value at such a time. 

The question of life or partnership insurance is too 
often neglected, or not considered at all. If life 
insurance is good in domestic affai in regard to 
which there is no question, it is also e ntial in case 
of large transactions extending over long periods of 
time. Insurance is coming more and more into proml- 
nence as to its banking advantages. and conservative 
business men with life or partnership insurance must 
in the very nature of things be more acceptable credit 
risks than if they lacked such insurance. There is 
not a credit man worthy of the name who would not 
preter the insured man to his uninsured brother as @ 
risk. 

An insurance policy ts an ever-present asset in cases 
where temporary loans are required. ‘The lack of & 
proper understanding of life insurance accounts or 
the neglect of so many merchants to harness it In their 
own behalf. 

I would like to submit a special proposition to a 
few business men upon a subject of insurance and its 
direct advantage upon their business. I wou! like 
to correspond with a limited number of SYSTEM read- 
ers upon this point. 


ARTHUR C. HAUBOLD 
209 Chamber of Commerce Bldg., Chicago 


PATENTS THAT PROTECT 


R. She) Ay ene LACEY 


j PACIFIC BLOCK, WASHINGTON, D.C. 


Attorneys at Law 
i Patent Practice 
Exclusively 


References: 


Leading Manufacturers 
Validity investigations a specialty 


Established 


1869 


The Artistic Pencil Pointer 
Combines speed with accu- 
racy, It guides your knife 
and makes a beautiful poly- 
sonal taper with slightly 
elongated point which 
pleases the eye of all and 
is the most approved shape, 
Sample by return mail rc, 
two for 25c, one doz, for 
$1.00. Special price to 
agents and dealers, 


McDIVITT MFG. CO., Belvidere, Ill. 


Taught by mail under the direction of the most 
successful firm of shorthand reporters in the 
world. They teach you by mail the same system 
they use. Write to-day for our book, “Success 
Shorthand System.” 

WALTON, JAMES GFORD, 


Suite 32,77-79 Clark St., Chicago, Ill. 


| Buy WRITING and FOUN 
~S rom P ™ 


TAIN PENS at 


WHOLESALE 
PRICES 


- 60c 


—— | DGER 
; y ASS. 
Business Pens, best quality, per gross.-......... 
Samples of pens sent on recéipt of 6 cents in stamps. 

Solid Gold Fountain Pen, with cither top or 
bottom feed, and engraved holder. . ay 
A pocket holder free with each fount 


Ne 


LOW PLUMBING BILLS 


Get them by payIng right prices for supplies. We retall 


SUPPLIES AT WHOLESALE 


You saye 20 per cent to 40 per cent on every 
article. Highest grade goods and line com- 
plete. Free fllustrated catalog gives all 
particulars. Write for it. 


S.B. KAROL, 229 W. Harrison St., Chicago 


Tre OCTO Fastener 


THe Onty ComBiNaTION 


PAPER CLIP AND FASTENER 


SAMPLE BOX OF 100, 16c 


ATTLEBORO STOCK CO., MFRS. 
520 BRoaDWay, NEW YORK 


Did You Ever 


“Take physical culture?” Did you ever fool wi 

1 ? ith 
dumbbells? Did you ever “ayn yourself by 
Overexertion? Do you believe some degree of 


physical training to be necessar to the achieve- 
ment of the best success ? ‘ “ 


.. ,De you believe that training for strength and 
vitality should be adapted in every case exactly 
to suit the individual taking such training ? Do 
you believe that if it were possible for me ¢o Ano: 
Just what kind of training best would suit your own 
peculiar individual condition, that such training 
would increase your ability to do zork ? Would 
it mean anything to you to be in such superb con- 
dition that all day long and every day you would 
really, thoroughly, honestly, 


Like to Work? 


I know something that I want you to know. 
It is something really new, and yet already its 
knowledge has increased the working power of 
hundreds of men and made them glad to be alive 
in a deeper sense than they ever realized before. 
It won’t cost you anything to find out what I want 
to tell you. My space here is too limited to go into 
details, but I am willing to give you thirty minutes 
of my time for two minutes of yours. Just sign 
this coupon, pin it to your business letterhead 
and send it to me. It will cost youa two-cent 
stamp and the data I will send you will 
cost me at least ten times that amount. 
After { have told you what I know I 
am going to leave it all to you. You 
can use the knowledge or discard 
it just as you please. 

Just sign this coupon now. 
That is all you have to do. 


Monon Bldg. 
Curcaco, : ILL. 


Please send, free, the 
information you adver- 
Monon Bldg. tise in System, 
CHICAGO 


ILL. 


Name... 


Address. .censcuesees + 0s 


Is It Worth Anything to You to Know How Other Successful Men 


FIGURE FACTORY COSTS: 
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doesn’t make any difference whether you are making needles or thrashing mgcnines - 
Chas. J. Watts’ “Cost of Production™ is written for you. You are in danger o! los 
ing money if you don’t know how much it costs you to do business. You can't scl 
a right price on your goods if you don’t know how much they are worth. ae 
"A. business without a cost system is like a dynamo in the hands of an unskilled op: : 
rator, It lacks intelligent directive force. It isin the dark. Its promotor Is playing it us 


he would a game of chance. , 
Don’t guess at the cost of your goods. Know what they cost. Know to the cent. 


That is one of the secrets of business success. ; : 4 

For fifteen years the system described in this book was used in one of the largest 
factories in America. It stood the test of time and every other test. Itis as near complete 
and perfect as a cost system can be. It is the life-long product of acost expert. And 
the book describes every phase of it. It tells: 


How to buy material; how to keep purchasing records; how to classify 
labor; how to keep payrolls;| how to compute manufacturing expense; 
how to account for rents, taxes, insurance and light; how tocompute profit 
and loss and how to keep a perpetual inventory. 

No matter if you think your present system perfect—ideas are valuable 
things. This book is full of ideas. No matter whether you work for some- 
body else or work for yourself, this book demands—literally demands—a 
place on your desk. The information in it has been the means of lifting 
many a clerk out of the ranks. With each copy we give absolutely free 
a consultation certificate entitling the purchaser to consult our staff 
of experts at any time his needs require it. The advice of these ex- 
perts is too valuable to set a price on. And yet you can consult them 
at any time freely and fully without so much as a penny of cost. 


System, 
Chicago: 


I enclose $2.00 
for which send 
me atonce, free of 
all cost, a copy of 
“Short Cuts,’’ also one 
full cloth-bound copy of 
“Cost of Production.” 


Do you do things by the long way ‘or the short? 
Would you like to save hours of time every month of the 
year? Would you like todo things—routine especially—in the 
easiest, shortest way? Then read the free little book, ‘Short 
Cuts"’—sixteen pages of solid dollar and cents saving ways 
to do things quick, 

We have a limited number of these unique booklets 
on hand. These we will give free to every SYS- 
TEM reader who orders a copy of the “'Cost of Pro- 
duction’ this month, The edition is limited. Order 
atonce. NOW. And make sure of your copy. 


NAME. cir ssvsvenecereseceeser 


AdATESS. sv evescnces success seer sere 


Worth 47 Pigeonholes 


and Any Number of Scrap Books 


Elbert Hubbard, Th, 
Roycrofters, " 
Aurora, N, y.; I 
think that your cabi- 
net has added Several 

i my earth life 

IN me to find 


PETER 


Oita; 


il 


without 

Wear or tear on my 

' temper and vocabu- 
\ lary." 


. oo WON 
Free with Your Name in Gold work.” 


This is the most complete device ever i i 
h ¢ A nvented 
and classifying clippings, illustrations, polenta 


miscellaneous matters which some time or other 


without a minute's delay. Itis 
—worth 47 scrap books, It consists of a Number of speci 

j ‘S spec. y 
made holders arranged in a substantial pecially 
box. Each one of thes, 


air-tight, dustproof 
y shows what is con- 
i dexing system shows *ust 
fo its contents may be found. 

ecause it sits conveniently 
onyour desk and takes care absolutely of all the papers and 
data that you might otherwise lose or forget—perhaps throw in 
a waste basket for want of a better place to putit, The Desk 
Cabinet is a genuine Library Filing Cabinet never before made 
in desk ze and has sold from $15.00 to $50.00 in large sizes, 
The Cabinet we offer you free is equal in every respect to the 
expensive kind except the size and the woodwork, The free 
offer is in connection with 


SYSTEM | 


Edited by A. W. SHAW 


tem Is essential to business snee 


Sy 


ess. And so Js SYSTEM, tho 
mMagucine. It tells every month all the new business tricks that save 
UUme all tho WHttle ” office 
wrinklos that save worry. 200 
or more pag 


In 


nods, The regular 
(STEM will solve 
exities—but 

has 


vading: of 
your busine 
if 16 does n 
at 


» SYS’ 
a of experts — practical 
bu {ness men—whowillanswer 
your questions gladly and 
cheerfully and promptly. This 
service will cost you not one 
single penn: f you areasub- 


scriber to SYSTEM. The price 
of SYSTEM Is two dollars a 


year. Itis wortha great deal more than that to any alert man with 
ils eyes on the main chance. 


An officlal of the National C 


‘ash Register Company says: 
“The ideas gathered from your magazine have chabled 


me to formulate systems for Mr. Patterson's letters, books, 
pamphlets, orders, ete., which lave simplified the work 
greatly.” 

“Thave learned more from 8YSTEM in flve months than 
in ten years of hard study and knocks In business. It is 


worth ten times the charges for it.’ F. A. PUILBRICK, 
Baraboo, Wisconsin. 
SPECIAL OFFER Regular Departments in 
We sald the desk cabinet would SYSTEM 

cost you mouags ete Is the wey Building a Sales Force 
Send us two dollars for a year’s sub- Pies} ys 
scription to SYSTEM aid wo will Organizing an Advertising 
send you, every cost prepald, a cabi- pa 
net with your name in gold ontop. Organizing a Factory 
Ifyou aro already a subscriber and Business Correspondence 
yen pu beck palltn nae not vet exe Credits and Collections 
pired simply order us to renew it for 
one year from Its present date of ex- Talks to Salemmen 
plration and wo will send youa cabl- System in Banking 
Net free. Write your name and System in Shipping 


address in the margin opposite; tear 


Systems for the Retailer 
out this advertisement and mail it to 


Real Estate and Insurance 

us, Inclose the money and we will . * 

enter youas a subscriber—send you System in the Professions 

4n expert consultation certificate en- Short-Cuts that Save 

titling you to free adyice—and ship The Business Man's Re- 

you the cabinet. Actatonce. Wo view 

havo only a few cabinets on hand Successful Porous System 

and we believe they will bo snapped (Biographical) 

upina hurry. ACT, Answered by Experts 
THE SYSTEM COMPANY 

934 First National Bank Bldg. CHICAGO 


Don’t you want to 
increase your sales ? 


Don’t you want to knowa way to sell at 
less cost thanyou arenowselling goods? 


Don't you want to increase your field 
of operation—your profits? 


We are Sales Promoters 
mo SEY SACS ELOMOLEES 


Our specialty is the development of 
business through the use of advertis- 
ing and its accompaniments. 


We spend all our time devising plans 
for selling other men’s products, and 
our plans are to-day in use by several 
nine renee the largest and most suc- 
cessful business concerns in this coun- 


try. These plans were devised by us— 


they were installed by us—they have 
been successful. 


And because they are successful—you 
will pardon us, we are sure, if we say 


We may be able to do 


you some good. 


It won't cost you much to find out, any- 
way. If you will inform us of your 
conditions we will give you our opinion 
without charge. 


Only 10 cents. We will soon 


issue our an- 
nual *‘Guide for Advertisers" for 1905. 
Contains much information on adver- 
tising, with lists of magazines, dailies, 
agricultural, mail order papers, etc. 
Most comprehensive ever issued. 250 
pages, finely bound and illustrated. 
Price One Dollar, but if you say “Sys- 
tem" and write on your business sta- 
tionery we will send it for only 10 cents 
postpaid. Address 


The Shaw-Torrey Co. 


Advertising Agents 


Grand Rapids - = = = Michigan 


WILKINSON, RECKITT, WILLIAMS & CO. 


Certified Public Accountants 
AND 


Counselors 


On all matters pertaining to the inauguration and installment of 


Systems of Account and 
Manufacturing Costs 


Chicago Offices New York Offices Philadelphia Offices 


801-805 Marquette Bldg. 52 Broadway 516 Stephen Girard Bldg. 


Increase Your Output 


Sell at the Highest Price 
Control Your Trade 


WE have a sales 
method that 
will add hundreds of 


YOU CAN'T BEAT THE dealers to your list. 
QUALITY AND PRICE It creates a demand 
that is worth while. 

A coupon sheet of six for small users, with twenty R 
sample sheets of pen, pencil and typewriter carbon We would like to tell 


pares and Duce list, for the asking, Gratis to busi- b re 

ness houses, Interesting quotations to consumers oO 

ot 500 OF 1,000 sheet orders. We prepay express y u about it. 

charges. Betterdropusaline. Our samples and sk u nthl 
Prices will be on file when needed. Sample type- k us for ou Uae 
writer ribbon and book of twenty-five sheets type- calendar—IT S FREE. 
writer carbon for $1.00. Non-smutting. 


WHITFIELD CARBON PAPER WORKS MURPHY QUICK & co. 


123 Liberty Street NEW YORK CITY : 
48 Monroe Street, Grand Rapids, Mich 


96 FIFTH AVE 


CHICAGO, Sept. 10, 1904, 


Publishers System, 
Chicago, Tees 
Dear Sirs :- 


t : 
t may interest the readers of your interesting publi- 


eation to learn that I oper 


ate the Only plant in the U. S. equipped 


with typesetting machines and automatic Presses, for the produc- 


tion of Fac-Simile Typewritten letters, I duplicate typewriting 


in Blue, Green, Black, Purple or Brown, and in every style type- 
writer type, furnishing typewriter ribbons for all machines exactly 
matching my different inks. 

It is a difficult matter for any one to distinguish our 
fac-simile reproductions from genuine typewritten letters, and for 
every business purpose our imitations answer as well as if each 


letter were written separately in your own office. 


If the customer furnishes the letter heads my prices 


for the fac-simile work are as follows: 


: : iti i 1000-—-$1.75 
Full Size letters with signature in typewriting, first pa ee 


Each additional thousand RMR FOr Tir kee B.S 
Personal names and addresses inserted, 100 pect Riked Seles 
Signatures reproduced in writing, per 1000-- 


- . t 
My work is uniform - as good one day as another; that's 
P) 
rade so W y wing. 
hold my trade s ell; that's wh I am growing 
u y W der. 
Suppose you try a specialist jth that next orde 


Yours truly, 


RELIABLE MAILING LISTS 


Below you will find a 


out the country. We furnish all sorts of fists, 
customers the benefit of the latest information available. 
to the advertising public, bringing, as they have, hundreds of tes 


isan ample guarantee that our products are all that we claim. 


1,100 Automobile Dealers. 
16,000 Agricultural Imp. Dealers, 
1,200 at «Wholesale. 
118,000 Americans Woalthy. 
7,500 Architects. 
1,000 Architectural Iron Mfrs. 
6,000 Asylums, Hospitals, etc. 
10,000 Bakers Wholesale and Retail. 
18,000 Banks. 
7,000 Bicycle Dealers. 
Blacksmiths. 
Boiler Makers. 
Booksellers. 
Brass Founders. 
Brewers. 
Brick Manufacturers. 
ut w Pressed. 
Brokers. 
Broom Manufacturers. 
Bldrs,Contractors,Carpentors 
Butchers and Markets, 
Button Manufacturers. 
Cabinet Makers. 
Candy and Confec. Mfrs. 
Capitalists. 
Cattle Dealers and Shippers. 
Cigar Manufacturers. 
Cigar and Tobacco Dealers. 
Clyil Engineers. 
Clergymen (al) kinds) 
Clothiers, Retail. 
Coal Dealers. 
Colleges, Academies, Etc. 
Confectioners and Bakers. 
Contractors, Heating. 
By Paving. 
General. 
Mason. 
Railroad. 
Sower. 
Coopers. 
Dairies and Creameries, 
Dentists. 
Department Stores. 
Doctors, 
Dressmakers. 
Druggists, Retail. 
RS Wholesale, 
Dry Goods, Retall. 
se “Wholesale. 
Electric Light Plants, 


940 Electric Stroot Railways. 
2,200 Electricians. 
6,300 Engravers, Stationery. 
1,214 Engravers. 


1000,000 Farmors. 
13,000 Flour and Feed Dealers. 
0 Flour and Grist Mills. 
200 Foundries. 
4,350 Fruit Dealers, Retail. 
2,200 Furnace Dealers. 
18,500 Furniture Dealers. 
2,450 Furniture Manufacturers. 
1,050 Gas Compantes. 
14,000 Gas Fitters and Plumbers. 
121,000 Goneral Stores, 
$,600 Glassware & Crockery Dirs, 
8,700 Grain Elevators. 
1,575 Granite Producers, Etc. 
4,607 Granito Dealers, 
124,300 Grocers, Retail. 
2,400 “Wholesale. 
25,000 Hardwaro Dealers, Retail, 
1,000 Y ine Wholesale. 
18,000 Harness Dealers. 
13,600 Hats and Caps, Retail. 
$3,500 , Hotels. 
27,000 Ing. Agents, Fro and Life, 
3,000 Investors. 
976 Iron Workers., Architoctural 
15,000 Jowelers, Retail. 
1,100 “ "Wholesale. 
6,500 Laundries, 
75,000 Lawyers. 
19,500 Leather Dealers, Retail. 
123,000 Liquor Dealers, Retail. 
2,850 LY 05 Wholesale. 
$8,543 Live Stock Breeders. 
19,920 Lumber Dealers. 
6,500 Machinists, 
1,500 Mail Order Houses. 
$00 Marble Producers, Workers, 
4,490 Marble and Granite, Dealers, 
6,859 Masons and Builders. 
821 Mechanical Engineers. 
9,987 Men's Furnishing Goods, 
25,750 Merchant Tailors. 
12.900 Milk Dealers. 
19,900 Milliners. 
9,200 Musie Dealers. 
6,300 Musical Instrument Dealers, 
4,110 National Banks. 


table of lists which are constantly being called for by the trade, through- 
and compile each list separately, thus giving our 
Our many years of successful catering 
timonials from satisfied patrons 


News Dealers, 
Newsdealers and Periodicals, 
Opticians, 
Oil, Paint and Glass Dealers. 
Painter,Carriage, House,Sign 
Paint Manufacturers. 
Paper Hangers. 
Photographers. 
Picture Frame Manufacturers 
Planing Mills. 
Plasterers. 
Postmasters. 
Printers and Publishers. 
Quarries, Stone. 
Railroads, Electric. 
a Steam. 

Real Estate Agents. 
Restaurants. 
Rolling Mills. 
Roofers and Tilers, 
Saloon and Liquor Dealers. 
Sash, Door and Blind Mfrs. 
Saw Mills. 
Society People. 
Shoe Dealers, Retailers. 

ot a Wholesale. 
Sign Painters. 
Soap Manufacturers. 
Sporting Goods Dealers. 
State Banks, 
Stationers, Booksellers, Ete. 
Stove Dealers, Retail. 
Sign Painters. 
Tailors and Merchant Tailors, 
Tea & Coffee Dealers, Retail. 
Telephone Companies. 
Theatres and Halls, 
Tile and Brick Mfgrs. 
Tinsmiths, 
Typewriter Supplies. 
Undertakers. 
Upholsterers, 
Variety Stores, Fairs, Etc. 
Vegetable Shippers. 
Veterinary Surgeons. 
Wall Paper Dealers, Retail. 
Whiskey Dealers, Wholesale. 
Wine & Liquor Dealers, Retail 
Woolen and Cotton Mills. 
Yachtsmen, Amateurs. 


This is not by any means our entire output of lists, but simply a selected table of those most 
generally used. If you do not see what you want here, write and ask for it, and we will give 


you full information concerning any line of business, 


trade or profession you may desire. Ask 


for quotations for addressing Envelopes, Wrappers, etc., also for Folding, Enclosing, Mailing, etc. 


M. M. ROTHSCHILD 


96 Fifth Ave., CHICAGO 


THOS. F. LYNCH 
Manager List Department 


If so, the undersigned will qualify you for the fi 
and will then do all he can towards secur 
thousands and perhaps can place you, too! 

You send $3 for a copy of Goodwin’s Im 
study it for three to six weeks, wr! 
the trial balances and statements 


¢ lling of an A1” position as book-keeper 
ing employment for you. He has placed 
“A string tied to it?” Oh, yes! Here itis: 
! Proved Book-keeping and Business Manual, 
ite up the “trial set of books” therein shown, make out 
therefor and secure an audit” thereon. YOU CAN DO ALL! 


“Through the medium of 
your most valuable work on ac- 
counting, I gained the greater 
part of the practical informa- 
tion that has enabled me to 
successfully fill my present 
position as Chief Accountant of 
this large corporation. I have 
charge of Forty-six Ledgers, 
embracing all classes and con- 
ditions of complicated account- 
ing, and covering an annual 
business aggregating for 1902 
over $200,000,000. My li- 
brary contains nearly all the 
imporatnt works on accounting 
published and can truthfully 
assert that, after a twenty 
years’ experience, I consider 
yours as preeminently the most 
thoroughly practical work on 
up-to-date’ accounting  ex- 
tant!’ —J. H. Haun, Head 
Book-keeper for Swift & Co, 
Slaughterers and Packers 
Union Stock Yards, Chicago, 
Ill. Total number of employes 
22,6071 


“lL owe my success as a book- 
keeper to your book, After 
Studying it, I had my salary ad- 
vanced from $600 to $1,000 a 
year! Ifevery young man would 
take your book and study it in- 


-Stead of fooling his time and 


money away elsewhere, he 
would be better prepared to 
take a position, and, atthe same 
time, spend much less money." 
—W. M. Mason, Jr., book- 
keeper for the Donnelly Con- 
tracting Company, Buffalo, 


| N.Y., April 22, 1903. 


nw 


“This is to acknowledge your 
kindness in placing me in the 
position of accountant for the 
Franklin Typewriter Company, 
of New York, at $75 a week. 
My success in securing this 
position I owe to the knowledge 
obtained from your book.’’— 
Joun J. Rowan, 316 W. 5sth St, 
New York, October ro, 1903. 


An Investment inc foorissniogeed buses RETUTNS! 
will yield the following 

To the experienced business man, knowledge that will be USEFUL in the most exten- 

sive business, qualifying him to supervise the management of its departments, 
To the ordinary business man, information that will enable him to keep his own books, 

or to know whether his book-keeper is keeping them as they should be kept. 
To the advanced book-keeper, hints and information in expert accountancy. m 
To the inexperienced book-keeper, qualification for the filling ofa highsselaried position 
To the ambitious clerk, a means of advancement to the position of meee oe 
To every young man and young woman—a PROFESSION which will command a good 


income in SUCCESSFUL CAREER. 


To all, 
i s+ pri i ck; richly bound. 23d edition (1904) 
{Size of book, 7% x10% inches; 300 pages; printed in red eu blag sea Cutthis announcement 
NOW READY, 73,927 copies sold and 7,659 teins book possesses a MONEY-VALUE far in excess of its 
‘it, as it will not appear again. S Bia iavexcs 
Ea reiye a GOOD INVESTMENT! Price (Postpaid) Kiaree D e 


Send for Descriptive Pamphlet—or for THE BOOK. Address all orders exactly as follows: 


J. H. GOODWIN, Room 221, 1215 Broadway, New York 


Skylights for Factory Buildings is one of our specialties. 
We have a practical plan of constructing skylights of all kinds, on a 
“Knock Down”’ principle, to save freight and breakage in transit and no skilled 


labor, soldering or putty is required erecting them. 
We try to tell you all about it in our Skylight Booklet, which can be had 


for the asking, and our prices will prove attractive. 


Galesburg Cornice Works 
GALESBURG, ILL. 


The Crux of Salesmanship 


Salesmanship in the broad sense of the term and under present economic conditions is the 
art or science of discovering or, if necessary, creating a market for aproduct, The first essential in 
marketing a product is to convey a knowledge of the product to possible purchasers, 

Thus publicity is the controlling factor in salesmanship. Business Managers who have 
recognized this truth are successful in business in proportion as they have wisely utilized this force 
of publicity. The method of utilization may be as varied as are the industries, but the underlying 
principle of publicity is ever present in a successful business, We will be glad to discuss your 
selling problem with you and point out what we consider salient points of salesmanship, and 
possibilities for profitable publicity. Consultation is free unless we notify you to the contrary. 

I will give my personal attention to all inquiries from business men sincerely desiring to avail 
themselves of new or better methods for improving their sales through advertising and salesman- 
ship. An interview is preferred, but out-of-town business managers may write in fullest confidence. 


CARLYLE B. FUNK, President 


COMMERCIAL PUBLICITY COMPANY 


COUNSELORS IN BUSINESS PUBLICITY 
GENERAL ADVERTISING AGENTS 


Suite 1105, 184 La Salle St, . CHICAGO 


‘PHONES, Main 1903 and Auto. 4930 


eee 


if you use a SHAW: WALKER 
vertical file, your clerk can 
find and lay on your desk 
your entire correspondence 


_/ with any given party— 


All the letters to you with the carbon copies of your 


F All Phas ik He to dois to lift out 

single folder from the fling drawer é Ge 

And lay dt on your desks . replies attached—all arranged in consecutive order just 
i 


as they were written. 


If you want a single letter, report or other loose paper, he can hand it to you 
instantly without search, trouble or delay. 


Save Hundreds of Dollars 


In the Time of High-Salaried Employes 


You and all your high-salaried employes (just count them 
With the ordinar 


up) must constantly send to the files for back correspondence— Sie aah 


ass of letters to tind 


former quotations, agreements, objections and other data. BS POORER 


How the ordinary file wastes time | The money you lose in a year 


With the ordinary filing system you must If an employe of yours on a salary of $3,000 
think out and explain to the clerk each time | loses only five minutes in an hour you are 
just what letter you want—approximate date, | losing money—good hard coin—at the rate of 
etc., etc. A waste of time. | $240 per year—in this man’s time alone. 

Then you wait while the clerk searches This equals the interest on $6000 at 4 per 
through a mass of letters from various corre- | cent. Less than one two-hundredth part 
spondents mixed up in the filing drawer, and | of this amount invested ina Shaw-Walker 
goes through the copy book to find your reply. | file will bring you the same returns in 

More waste of time. | actual money that the entire $6,000 

If you want a set of letters you wait while | would bring ifinvested in U. S. Gov’t. 
he goes through several drawers and transfer bonds. Where can you get an in- 
cases, examining every letter in each drawer. | vestment to equal this? 

From 300 to 500 in all. You are losing not merely one 

And when he gets the letters they must be man’s time, but that of all your 
sorted. All this while you wait. | high-salaried employes, to say 

Compare all this costly waste of time with | nothing of your own time, the 


the instantaneous delivery of a Shaw-Walker | most valuable of all. Figure 
system. the great cost of all this. 


Gentlemen: 
Please send 
me your book 
on the Suaw- 
WALKER vertical 


It will atleast pay you to investigate our system. It will cost you nothing. 


Fill out and mail us the attached coupon to-day and receive a beauti- 
ful illustrated booklet describing our wonderful system in full. 


THE SHAW-WALKER COM PANY 
Muskegon, Michigan 
Branch at Chicago: 151-153 Wabash Avenue 


AddresS..ceeeeeee eee 


rass 
lotter will 
aths 


opy 
orrespondence 
orrectly 


Our BRASS BATHS have a MAGNESIA 
Fibre filling which is hard as a stone but 
nothing breakable about them. 
ODORLESS, RUSTPROOF and light in 
weight. 

Our new heavy ANTISEPTIC COPYING 
CLOTHS have a fine SILK BINDING with 
overlock stitch preventing raveling. 
PRICES? What you pay now for {fess 
Satisfaction. 


Sample cloth and circular in exchange for 
your address. 


Stone Press Copying Bath Co. 


2 So. 20th Street PHILADELPHIA, PA. 
Chicago Office, 324 Dickey Bldg. 


P true LOOP 


TROUSERS HANGER 

‘akes the "BAG" out of the 
KN EES and SMOOTHES 
OUT all the wrinkles JUST 
LIKE NEW by stretching 
over night. THE PICTURE 
TELLS HOW. 


THE LOO 


WEIGHS ONLY 1B OZ 


~ TRAVELERS, CATCH THE IDEA?) 


Saves you many times the price, 
Keeps you always looking nice, 
Your MONEY REFUNDED if 
Not satisfied, 


The Struthers Novelty Co. 
52 LIBERTY ST., STRUTHERS, OHIO 


METAL STICKER }| 
CLIP (Patent pending) | 


Made of aluminum coated by a [y 
apecial process witha strong ad- 
hesive. No other Clip equals it 
for fastening foldors so as toallow 
Postalinspection. To apply simply 
moisten ono end of the ¢lip and 
attach to folder, then bend dry end & 
about the folds the metal holdingsame 
in placo. Lays fint with no end stick- 
ing outto catch on othermatter. Cut A 
shows clip attached to folder ready to 
bend about the folds. Also very useful 
for attaching two or more sheets of paper 
together asshown in cut B, Does not mutilate 
sheets, No rough edgesstick out as with wiro 
clips. 10c forsample 100; 7ic per M. postpaid, 


THE GARDNER CO., Osage, lowa 


preweri2y No4Clip - Actual Size 


The “RELIANCE” 


Automatic Numbering Machine 


Price, $ 5 


(Six Wheels) 
Numbers from | to 1,000,000 


Sees machine is 

automatic 

throughouw, It 

can be set to 

Print numbers consecu- 

tively—print a series in 

duplicate—or repeat 

any number indefi- 
nilely, 

No rubber used in 
the construction, and 
every machine is sold 
with our guarantee. 
Style of imprint :— 


123456 


Cushman & Denison Mfg. Co. 


240-242 West 23d Street, New York, 


° 
Representatives Wanted 
To sell the Faber self-filling, self-cleaning 
Fountain Pen, to the trade and in offices, as a 
«= Side line, Easy seller. Best, simplest, most 
practical self-filling pen on the market. Holds 
more ink, Perfect feed. Guaranteed to pive 
satisfaction, Sample pen, small, $2.50, mediuim, 

$3.50, large, $4.50. 


IS] The Feber Self-Filling Pen Co. 
. 2020 Ashland Avenue, Toledo, Ghio 


Protect Your Cards 


This $Drawer Case will go In a safe, 
Drawers onk faced with brass Iabel holdor 
and pull. Case japanned metal or oak, @2,50, 
Oak top Swing Typewriter Stand 83.50 h 
2 card index drawers or large drawer under 
top, 85.00. Sectional Bookcases, oals, 81.00 
per section. 


IDEAL DESK EXTENSION CO. 
27 Parker Street, Auburn, Me, 


on hardware or mail-order 
Specialties, machinery, any- 
thing. If you wish to buy or 
lease them on royalty write me. 


INVENTORS 


desirous of selling their patents 
quickly and to the best advan- 
tage should register with me, 
I save you time and maoney, 


CHAS. A. SCOTT 


792 Mutual Life Bldg., Buffalo, N, Y. 


Mechanical Messengers 


Lamson Pick-up and Delivery Carrier 


This Carrier is made in many forms and for a wide variety of purposes, 


but it is principally used to distribute mail, invoices, orders, blue prints, etc., 
from office to office or for communication between office and factory. 

The papers to be transmitted are placed on a convenient metal shelf where 
they are automatically picked up by the carrier and delivered to the proper 
person. There can be many stations on the same line and the lines can cover 
long distances. 


This carrier will convey a receptacle 
holding ten pounds if desired. Its uses 
are manifold and the cost of operating 
trifling. 

We have a catalogue describing this 
system in the press which we shall be 
glad to send you. 


Lamson Consolidated Store 
Service Company 


Makers of all forms of Carriers, 
Mechanical, Electrical, Pacumatic 


General Offices, 161 Devonshire Street 
BOSTON, MASS. 


x 


TIME- 
KEEPING 


Systems 
Will Save You Money 


Dial Machines without Keys, 
The Standard or Dial. Checks or Pinholes. 
Daily - Weekly-Semi-monthly 


The Card or Cost-Keeper. 
Daily -Weckly-Semi-Monthly 


Card Machines for 


TIME AND COST KEEPING 


Send for Samples and Ideas Applicable to Your Business. 


DEY TIME REGISTER CO. 


Ub EB YAO er 31 Dearborn Street, Chicago 


KEYLESS BANK CO 
CHICAGO, ILL. 


N9 165 (Copying) wiueeSr SAVINGS BANKS & 


5 a - ; Including the famous “Basket” Bank, the best selli 
SMOOTHEST WRITING in the world, $1.00 prepaid. Capable repre es 
wanted, Write for information. Send three stamps a 
& get a Horseshoe Money Box free. 
ote MOST DURABLE = ; = 
postpaid, if ‘hand er . 
Lamson Coin Cashier 
Makes change quickly and 
accurately, Used by U. S, 


not at dealers, 


SAMPLES SENT 


on receipt of 10¢. h ihe 
s - | hs} Goy’t, Banks, Trust Cos., and 
) American Lead Pencil Co. , pay, j ; business houses generally, For 
70 East Washington 8q., N. ¥, = lon (a wu 6 sale by principal stationers. 
LAMSON CON. S. S. CO. 


Gen, Offices : Boston, Mass. 


_ HEAR YE! HEAR YE! THE GOURTS SAY 
Ay), YOU stand any loss from RAISED CHECKS 
a Nickel . Base. 
mw The newest Wisse os crea sea esis 
Nino lines copper type stamp our Indelible Ink into fibre of paper 


( $5 LESS THAN FIVE DOLLARS $5 ) 


Bankers will tell you 85, 810, 820. 830, 840, 850, 8100, 8200, 8500 Is t's 

iJ ey S40, 8200, 8500 Is all tha 
necessary. Can't be removed fr In receipt of Fi ollars 
we will send you one, express Tee aber On receipt of Five D 


Stewart Check Protector, 420 Borden Block, Chicago, Ill. 


Pay Roll 


involves ‘‘short 
time”’ and ‘‘oyer 
time’’ figuring, 


A Knowledge of 


HUMAN NATURE 


Pay Roll System ¢ 
will save 90 per cent. of 
your time besides pre- 
venting mistakes and an- 
noyances. The only simple, << 
thoroughly practical method. Write for circulars 
ASHFORD PUBLISHING CO, ,47 John st., Cincinnati, 0. 


22 BAIRD 


Time Stamps 


ORDERED BY FAIRBANKS, 
MORSE & CO., FOR USE 
IN THEIR FACTORY FOR 


TIMING JOBS 


WRITE FOR 
ILLUSTRATIVE 
CIRCULAR 


Baird 
Mfg. Co. 


| 21 MICHIGAN ST. 
ow CHICAGO 


DEARBORN JR. 
TYPEWRITER CABINET 
Guaranteed best cabinet sold for 812.00. 
—, Solid golden oak, 42 ins. long, 24 ins. 

deep, 38 ins. high. Note book holder 
free with cabinet. With door to paper 
cabinet. Price, 813.00. 
SOLD ON APPROVAL, 
Freight prepaid east of Rocky Mts. 
Write for free filustrated catalogue. 


Dearborn Desk Co. 
1980 Ist Avenue, Birmingham, Ala. 
612-160 Washington Street, Chicago, 11, 


ICH ECKS 


Should have — 
Absolute Protection 
to prevent alteration. We 
haye evidence to prove the 
BEEBE system is superior to 
all others. Varticulars free, 
Dept. C. 
Shipley & Co.,Columbus, O. 


DAY'S White Paste 


Pure white; can’t soil anything. Never 
sours or moulds. Made to stick and does. 


Largest Jar and Best Paste for 
Office, Library 
and Photos 


On your Desk at the Office and 
at Home—a daily helper. Brush 
and Paste always soft, in our 
improved jar and water-well. 
Day’s large jar at Stationers, 
Sample jar postpaid, 25¢. 
Also sold in bulk for large users. 
Circulars Free. 


DIANOND PASTE CD.,68 Hamilton St., A 


at all dealers or 


“Da 
Sample Jar by mall, 26¢. 


Ibany, N.Y. 


Get More Ginger 
Into Your 
Business Letters 


My Book Will Show You How 


Dull dry letters never influence you—how 
can you expect them to influence other peo- 
ple? If your letters lack interest, if they 
are long and_poorly worded, they will sel- 
dom accomplish the desired purpose. 


Every letter you send out is an index to the 
character of your house. Your customers 
can only judge you from the style of your 
correspondence. They cannot form favor- 
able opinions if your letters are weak and 
pointless, 


Get more ginger into your correspondence ; 
make your letters strong and to the point; 
make them crisp, winning, tactful—my Book 
will show you how 


I have written a book expounding the sim- 
ple principles underlying the letter-writing 
art. Ihave told in clear, concise language 
how these principles can be easily acquired 
—how any business man can learn to write 
letters that bring results. 


The strong feature about my book is that it 
contains results gained from prschcal expe- 
rience. Ihave been through the millasa 
correspondent. I haye mastered what I 
know about letter-writing by writing letters 
— handling correspondence — for one of the 
largest concerns of its kind in the country. 


Such representative firms as Marshall Field 
& Co., The National Cash Register Com- 
pany, The Larkin Company indorse my 
book. Moreover, this book is in daily use 
in the correspondence departments of hun- 
dreds of just such concerns. 


5oc pee lonne y of this little book bound 
in cloth—though it is worth much more 

than the price asked for a great many 
more pretentious books. Send fora 
copy to-day. Wrapa half-dollar in 
the coupon to the right — tear 

out and mail to me. If you 
don’t find this book of every- 
day practical help return 
I will send your money back. 


Ave 
Butfalo, N.Y. 


Enclosed please 
find 60 cents, for 
which send me copy 
of your book. You to 
refund money if book is 
not satisfactory. 


CHAS. R. WIERS 
333 La Fayette Ave. 


Buffalo, N. Y. 


Name.. 


200,000 
Sterling Lamps 


in use in the U. S. Navy and 
not one single lamp rejected on 
life test or for drop in candle 


power. :: If we can fulfill 
Patented Feb. 1, 102 the exacting requirements of 
Te the U. S. government specifica- We 


tions, we can certainly fulfill OTHER KIND 
Side.....16 Candle Power 


yours. We want the high-class ie 
specification trade of all lamp | aveagen 

users for “Sterling” lamps at 16c 
bbl. lots instead of 18c asked by other factories, Send for trial barrel. 


The STERLING ELECTRIC MFG. CO. | 


WARREN, OHIO | 


STERLING SPECIAL 


Average 16 


aa “ 


NEW YORK: 100 William St. CHICAGO: 1610 Masonic Temple 


/PENNY SAVED 
PENNY GAINED 


BY USING THE 


Neostyle 
“Sealed -Yet-Open’ 


. S. Patent 


pany pay- 
f al om this 
; pes manufactured by it (under 
ED ae en that said license is limited 
envelope that sha 
which is covered 
rigorously prosec 


88-90 Reade St., NEW YORK 
320-324 Dearborn St., CHICAGO 
108 Vine Street, ST. LOUIS 


MANUFACTURERS WANT TO KNOW 


AMOUNT OF RAW MATERIAL ON HAND—QUANTITY. AND VALUE, 
AMOUNT OF UNFINISHED PRODUCT—QUANTITY AND VALUE, 
AMOUNT OF FINISHED PRODUCT AND ITS COST, 
COST OF PRODUCT BILLED AND WdAT IT BRINGS, 


Cost Systems are ineffective without such informa- 
tion supporting Monthly Balance Sheets. 


CONSULT 


THE AUDIT COMPANY OF ILLINOIS, 


¢ 635-642 Marquette Building, Chicago. 


SV (802 SUARANTEED 


C. H. ROYCE, Cashier Bank of Har- 
ris, Harris, lowa, writes; **Kegarding 


. thé ‘Sweesy’ Inkstand purchased of 

A COMMERCIAL | REI you, willsay that wo ‘aro using four 
fferent makes of automatic ink- 

NECESSITY. | THETSWLesY: stands and find that the ‘Sweesy’ 


works with the least friction, and is 
the most satisfactory of the seven in 
daily use.” 

Inkstand shown in cut fs our No. 333, 
—Price 50c eaeh by prenatal mail 
or express upon receipt of price. Five 


Protect Your Bank Checks. 


This combination Check Protector, 

Desk Rule and Paper Cutter is simple, 

durable and effective. Made of aluminum, weighs less 
than one ounce, does the work of a high-priced ma- 
chine and may be carried in your check book in your 


thousand purchased by the N. Y. Life 
Ins. Co.—We make the ‘*Sweeay ” 

» W No. S83. In various designs. — Price 50c to 
pocket. No writer, of checks should be without this Price 60cEach 86.50 euch— for sale by the trade 


generally or sent postpald upon re- 


device. Price 50c Postpaid. ceipt of price. 


ialty Catal Free. 7 
Fred W Porter, «csswen sees, |] W.LMASON & CO. Inc. “tests iatascts 


alesburg, = - Ill. Established 1893 KEENE, NEW HAMPSHIRE 


No. 2 Lead, Standard Length, Size 
and Quality. 


i i ight Green or Pink, enclosed in 

7 H ’ id on 3 Pencils finished in Lavender, L ( 1 ¢ z al i 

MTs oe eae Us. 25 canta (stamps). Five Separate Sets S00 Rookmarks, Penther Cars casey 

DESaBers Tite Piacinedl with names, make Beautiful Souvenirs for all occasions. 
e " ers, 2% , Sta wW a 

Pencils for Advertisers. Gross or 1,000. 


Est. 1896. SWAIN MFG. co., I8A Spruce Street, N. Y. Inc. £904 


Here is the best device ever invented to 
facilitate a busy man’s work, to keep his 
important papers within instant reach, 
systematize all his business data, letters, 
valuable documents and private papers, 


We call this wonderful device 


The 
Deep Drawer 


Vertical File 


because it concentrates in the lower drawer of 
your desk an entire filing system — a system 
that will keep and classify in convenient, orderly 
shape all the papers that you usually have scattered 
around the office —all the data that is generally so 
hard to find. 
Your deep drawer is usually filled with “junk,” but this file will 
make it the most valuable business assistant you have. It will 
keep your desk clean; it will provide a right place for all your 
miscellaneous papers, it will give you a private filing system where 
Will fit any desk. you can file your own private documents, a file accessible to no one but 
Installed in 5 min- yourself. And it has a hundred and one additional advantages that make 


utes. Movable Sree ga F 
it absolutely indispensable to the man with a gS 
] label holders for y I 2 desk 


alphabetical Remember System Begins 


or numerical 


a with Your Own Papers 


2S) 
You can’t expect to systematize your business if you can't systematize your desk. 
A man who is always hunting for letters and memoranda, who can’t lay his hands 
instantly on an important document that demands immediate attention, can’t expect to be 
able to handle big matters. If you want to be systematic—start with your own papers 
They are the basis of your business affairs, anyway. Get this great time-saving outte 
to-day. You'll be surprised at the trouble and labor it will save, the ea 


Wonderful Convenience td 


Filing Capacity 
5,000 Letters 


S-S 


McCullum 
Mfg. Co. 


315 Wabash SPECIAL OFFER 


Ave., Chicago. 
We announced in SYSTEM last month that we would raise the price 


Enclosed find $3.00, 


foriwihichiplenseisena ' on these files within twenty days. But by quick and clever buyi a 

me, all charges prepald spot cash prices we secured ri Freee eas 
one of your Deep Drawer, are, tl Be Material for a new lot of these files. We 
Verlleal Piles are, therefore, willing to offer the files for another month at the old 


ate Ss Ae 
ee Here peers we cannot hold this offer longer 
your name on tl ane remittance to the coupon — sign 
ieante P 2€ coupon to the right—and send to us to-day 
+ Give inside measurements of the drawer for which the file is intended. 


Inside Measu -Width,.. 
Length........ in. Height. 


Cay 


<=. For the Man 
24 4with a Desk 


thing more than 
k—a symbol of 
ingly well done, 


All your 
efforts to evolve 


———_ SYSTEM out of office 

chaos will be fruitless UNLESS 
you secure —first of all—A SIM- 
PLE, EFFECTIVE WAY OF 
FILING CORRESPONDENCE. 


The "Y and E" Vertical System of Filing begins 
by placing letters and copies of replies in con- 
secutive order —a common-sense proposition. 


All letters OF A KIND, or with one correspond- 
ent, are filed together in a heavy manila folder. 


The folder is filed ON EDGE ("Y and E" Card 
Index Idea)—kept upright by a sliding compressor 
‘ —indexed Alphabeti- 

"Y and E" Vertical Filing— a Pp 
entire correspondence Gewers C@1ly, Numerically, 


and answers) Geographically, or by (You've undoubtedly seen 
aitinone Subjecta: yy Y many imitations of this original "Yand E" illustration.) 


"Y and E" VERTICAL TRAY OUTFITS 


_ ; We have designed these handsome, roomy Vertical Trays for 
Special Offer : two reasons: (1) To meet the wishes of the man who wants 
to file records Vertically, yet who does not require a regular Cabinet witha 
capacity of 10,000 papers and upwards. (2) To provide large Concerns and 
Corporations with a Handy Vertical Outfit for general use in different 
Departments, such as following orders, inquiries and collections. 


OUTFIT No. 101 


Dimensions of Tray (with Cover): width, 

13 in.; height, 114 in.; depth, 20 in,, out- 

side. Constructed of selected oak in dull 

golden finish, equal in every respect with 

"y and E" Stock Cabinets. Fitted with sliding 

compressor, and with removable rod which holds 

the guides firmly in position so that papers cannot slip under 

them. This Tray complete with 250 Manila Folders for papers 

11% x9 in., and one set Alphabetical Guides (A-Z)—a complete 
Filing System, suitable for OFFICE MANAGERS 
— DEPARTMENT HEADS — MERCHANTS — 

DEALERS—and PROFESSIONAL MEN of every 0 

Class Se i = ae ear) 


OUTFIT No. 102 
This outfit is arranged 


q n i i i with Daily and Monthly 
'Y and E" Upright Vertical Sections Ree aaa eae a meena tea 
here illustrated—are made for three sizes of papers. Gf ADVERTISING DEPARTMENTS in fol- ‘ 
Any number of these cabinets may be side-lock ot ang inauiries, ORDER DEPARTMENTS ; Gemen 
_ requiring ONLY ONE PAIR of rem lowing inquiries, . ee eis 

Q nds for the entire Cabinet.“ Y and in following factory orders, an ca iy 

Vertical Outfits include everything from a sini CREDIT DEPARTMENTS in following col- Outfit No. 101—Capacity, 3000 

compact Tray, holding three thousand papers.to% — Jections, Complete Tray, with cover letters or papers. 

Sectional System (in solid oak or mahogany) filing Caiready described), together with : : 

CERES UN 200 Manila Folders; one set 25 Alphabetical Guides 

Bill Letter Cap (A-Z); one set Daily Guides (1-31); one set Monthly us 
Guides (Jan. to Dec.) oe ae 
Either outfit shipped PREPAID to any R. R. station East of Dakotas and 
Missouri River—cash with order, For points West, deduct 
5 per cent. in lieu of freight. 


We'll return the money promptly if the Outfit does not 
meet your needs EXACTLY. 


COMPLETE "Y AND E" VERTICAL CATALOGUE No. 516 


Mailed postpaid to any business man upon Tequest. 


Yawman & Erbe Mfg. Co. (iss) 
Main Factories and Executive Offices: ROCHESTER, N. Y. 


New Pittsbt Washington. San Francisco Boston 
nemo Minneapolls Philadelphia St, Louis Cleveland 
‘The Otiice Speclalty Mfg. Co. Ltd., Toronto-Montreal 


CEDAR RAPIDS, IOWA. 
ORIGINATORS, MAKERS »#° SELLERS. 


LEARN PHOTOGRAPHY p= 
by mail 
“THE MAKER OF GOOD PHOTOGRAPHS MAKES MONEY.’’ 
OUR BOOK-—sent free—TELLS HOW to learn photography for recrea 
to become a prize-winning amateur; to acquire the skill of an all-around profe. 
photographer, operator, retoucher or Photo printer. How to learn photography for 
paper and magazine illustrating, or to make Persuasive advertising designs. How to 
become a general commercial photographer, U. S. Government photographer, or assist- 
ant. How to attain Practical proficlency In crayon, pastel, water color, and miniature 
portrait painting. , 
All Instruction deals with actual work from the start—no dry study—and requires only 
lelsure time. 
Our Beginners’ Course In Photography, including camera and complete finishing 
Outfit, costs but $15.00, 
Diplomas are issued and graduates helped to secure most desirable employment. 
WRITE NOW, Stating what position you would like to be fitted for. Ask for 
Catalogue of Photo and Art Supplies, If you intend purchasing camera, lenses or material. 
AMERICAN SCHOOL OF ART AND PHOTOGRAPHY 
267 Washington Aye. J.B. SCHRIEVER, President, Scranton, Pa. 


SELF-ADJUSTING SLEEVE PROTECTOR 
25€ NOMORE SoneD 


SEND US ONE DOLLAR 
and, to Introduce {t,we will send youl2 
sheets of our Famous Non-Smut Carbon 
Paper (regular price 50 cents) and one 
of ovr Standard Dollar Ribbons—$].50 
invalue for $1.00. ptate machine and 
whether record or copying. Non-Smut 
,arton Paper is made of gelatinized 
ink, therefore will not smut copy or 
lingers. It lasts longer, manifolds 
clearer and makes moro copies than 
any other paper made. Non-Smut Rib- 
bons wear longer, print better, don’t 
fill the type and are cleaner, Sold by 
up-to-date dealers. Money back if 
wanted. 5 
Special paper for Billing Machines, 
Penell carbons, cleanest made, 
ee for NN co 
‘SMUT CARBON MFG. 00, 
902 Graulte Bldg, "Rochester, N. Yo 


graphers, Bank an 

Office Clerks, Salespeople, Cashiers, Grocery Clecne and 
Butchers. Cool and Comfortable, No time lost in pin- 
ning or tying. Give size when ordering, Made of duck 
in black, brown and white, Large, medium or small sizes, 
Agents wanted. 


Practical reasons why the 


Detachable Leaf Ledger 


Is being so rapidly adopted by Banks, Trust Companies, 
Corporations and progressive Business Men. 


BECAUSE—We furnish you with a ledger binder that can be locked upon points r-1,000 of an inch apart. 


BECAUSE All parts of our binder are detachable. It canbe taken apart and reassembled inside of five 
minutes, 


BECAU We furnish a perfectly flat-opening detachable leaf ledger. 
BECAUS With the Backus bond-hinge, all-paper sheet we are able to accomplish the above, 


BECAUSE-~It is positively perpetual, and is far cheaper than any other system of bookkeeping, and it is fifty 
per cent better. 


BECAUSE—You dispense with the annual or biannual opening of new ledgers. Once opened, the ledger re- 
quires no further extra labor on the part of the bookkeeper, 


SCANS IE self-indexing. You can placeas many or as few leaves under any letter of the alphabet as 
you desire, 


BECAUSE—When a leaf is filled and balanced itis removed to the transfer ledger as sheet No. 1. Another 


sheet marked No. 2, with the same account number as first given, takes its place in the ledger to continue 
the account. The account number never changes. 


BECAUSE—AII the items of an account are together, no matter what length of time the account covers. 


BECAUSE—You keep only live accounts in the ledger. When the account is closed or withdrawn, you remove 
the leaf to the transfer ledger. 


Send for Catalogue M, fully illustrated and descriptive in detail of this 
grand ledger; the Backus Bond-Hinge all-paper sheets, and our Im- 
proved ‘Trial Balance Book with Extension Recapitulation Sheets. 


THE ARE-AND-BB TRAVELER’S EXPENSE BOOKS 
RIGHT. UP T0 THE MINUTE 


Weekly, $2.00 for 100 
Monthly, $4.00 for 100 


THE RICHMOND & BACKUS co. 


DETROIT, MICH., U. S. A. 
Boston Office: 636 Old South Bldg. 


{ samptes on application 


New York Office: New York Life Bldg., Broadway 


el 


ONE HUNDRED 
and Ninety-Four 


Calculagraphs 


i it enough to pay a 
Bought by one corporation earn for i igh to | 
dividend annually a six per cent on a capitalization of 
two and one-half million dollars ($2,£00,000). 


The Calculagraph Repays Its Cost 


Once a month in producing data for Labor 
Costs on Factory Products, 


‘The Calculagraph Records Elapsed Time 


The Calculagraph Will Earn Money 


In ANY industry where time is a factor, 
where service per hour or per minute is 
bought or sold, or where values are deter- 
mined by time consumed. 


It Makes No Clerical Errors 


BOOKLET FREE ON REQUEST 


CALCULAGRAPH COMPANY 


NEW YORK CITY 


1414 JEWELERS BLDG. 


Do You Want Your 
Orders Carried Out? 


Your experience in securing engravings has taught you 
that half the battle is in getting the engraver to follow your 
instructions and securing your plates promptly, - 

We have told you that we can make good engravings; we 
now tell you that we can give you 


| Careful, Accurate Work 
and Prompt Service. 


If you forgot to order one of our booklets last month, do it 
now. We have two of them. One is devoted to mechanical 
subjects; it will tell you how to prepare your photographs and 
drawings so as to get the best engraving results, 

The other booklet describes and illustrates every possible 
engraving process and the effects possible from each process, 

We produce these booklets at a considerable expense and 
cannot afford to distribute them Promiscuously. But to every 
firm writing us on their business stationery we will gladly send 
one or both, free. Just fill out attached coupon, checking 
booklet preferred, and attach to letterhead, 


JUERGENS BROS. Co., 
140-146 Monroe St., - Chicago. 


ee 


Juergens Bros. Co., Chicago, 


Please send us the booklet we have marked below, 


No. 1, Mechanical Subjects_____ 


No, 2. General Illustrations —<_—__ 


Firm Nn 
Street a a a 


CO ——————— ee Sp 


INDUSTRIES 
OFFERED 
LOCATIONS 


WITH 


Satisfactory Inducemenis, 

Favorable Freight Rates, 

Good Labor Conditions, 

Healthful Oommunities, 
ON THE LINES OF 


THE ILLINOIS CENTRAL R. R. 


AND THE 


YAZOO & MISSISSIPPI VALLEY R, R. 


ad 


For full information and descriptive pamphlet 
dress 


J. C. CLAIR, 


Industrial Commissioner, 
! Park Row, Chicago, III. 


as Any Way You 
Look at Them 


LOOSE-LEAF LEDGERS ARE fs (. 
BETTER THAN THE OLD METHODS — 


This has become so generally known it is almost useless 
to further demonstrate it. The numerous books loaded with 
dead accounts, the delays and inaccuracy resulting from a use 
of the old methods are done away with, It only remains to 
prove that the 


JONES PERPETUAL 


Is the Best Loose-leaf Ledger 


Not the cheapest, but the most lasting and least trouble- 
some. The best value for your money. 

Our locking device alone is so superior to others as to 
place the Jones Loose-leaf Ledger in a class by itself. It 
embodies to the highest degree 


SIMPLICITY, DURABILITY, STRENGTH 


Leaves may be easily and quickly inserted or removed when 
unlocked. If you would like to know more about our systems 
ask for our illustrated booklet. We sell only direct to the user 
through our specially trained representative and not through the 
stationery or printing trade. No inexperienced intermediary 
to confuse matters and sell something that cannot be applied 
to the particular purpose for which it was intended. Write 


us direct at all times. 


JONES PERPETUAL LEDGER CO. 


14 to 28 Michigan Street - ~ CHICAGO, ILLINOIS 
1008-9 Home Life Insurance Bldg., New York, N. Y. 


| 
| 
: 


SELF AND SEX SERIES 
Subjects that should be understood by every person and 
Information properly given which should not be hidden 
by false or foolish modesty. Commended by highest 


medical authorities. 
4 BOOKS TO MEN. 
By Sylvanus Stall, D. D. 
By What 2 Young Boy 


What a Young Man 
Ought to Know. 
What o Young Husband 
| Ought to Know. 


S What 1 Man of 45 
Ought to Know. 


| 4 BOOKS TO WOMEN. 


and Mrs, Emma F. A. Drake, M.D, 
What a Young Girl 
Ought to Know. 
s) What a Young Woman 
Ought to Know. 
What o Young Wife 
sa Ought to Know. 
What a Woman of 45 
Ought to Know. 


2295 Land Tit! = Buildi 
Vir Publishing Co., 779. Philadelphis wens 


CHICAGO 
GREAT 


MAPLE LEAF 
~ ROUTE 


t.Joseph, 

Council Bluffs 

EQUIPMENT RIGHT. 
SERVICE RIGHT, 


TIME RIGHT, 
ITS ALL RIGHT. 


J. PELMER,G.P.A.CHicaco. 


Ought to Know. [01] 


By Mrs. Mary Wood-Allen, M.D. [TA 


WESTERN 


2 Railway 
THE RIGHT ROAD” 

Between Chicago,St Paul, 

Minneapolis,DesMoines 


ansas Gity, 
and (maha, 


In One Second 


you can find any price list 
or memo if it’s filed in a 


Ready Reference Desk File 


A time and labor saving system 
for your data, clippings, price lists 
and businessmemos. Indispensable 
once you tryit. Doesn’t require 
any more time to file a paper than 
to toss it into some drawer or 
pigeonhole, and you can find that 
paper ten times as quickly when 
wanted. 

See our half-page ad. in this issue. 
It gives full particulars concerning 
this file. 

If, you haven’t written for our 
catalog, do it now. Address ., ., 


The Library Filing Cabinet Co, 


321 Wabash Avenue, CHICAGO 


b) 


Now Everybody Can Have a 


Vertical Filing System 


HILE all up-to-date office 
men are agreed that the 
vertical system ig by all 

means the best, the cost of cabinets 
and accessories has heretofore 
been almost prohibitive. 


2 _ Vertical Files have four 
Vy CL EY Wes tise capacity and coat 
no morethanordinary{iles, 


and not one-thir 
muuch as all other vertical cabinets, ares 


Triple Section. Price complete, $26.00 
(Three Single Sections} 


Single File, Price $1.25 
Alphabetical (40 Division) 
Single Section 


Baccara JUST LOOK AT THE PRICES 


Consider capacity, time saving, and the fact that 
they do away entirely with letter copy books, as 
you file carbon copy with letter. Now, honestly, 
can you afford to use old-style letter files ? 


Single section cabinet (4 files) complete with 


q MUI! CardS-. ..-eeeeecesece ever eeeres oe 09,00 
| Double section (8 files) complete with guide 

CALS vs cccceserececcseeeseeeccosaseslesesGl7e50 
it We also make Card Index Cabinets, cards 3x5. 
| Single tray (with cover) with guides -80 
i Cabinet with 2 drawers, with guide: 2.75 
i Cabinet with 4 drawers, with guide: - 5 40 


Cabinet with 6 drawers, with guides - 8.00 


Single Tray with Cover Deduct § per cent: from above prices. We allow this dis- Six-Drawer Cabinet, Price $8.00 
Price, 80 Cents count instead of sending goods prepaid. 


If you will send us your name, we will send you convincing printed matter of the great 
! economy of the new Weis Filing Cabinets, telling how you can equip your office, no matter if it 
is large or small, at very little cost, with a modern system. 


| Ghe ffs BINDER CO., 168 Lagrange Street, TOLEDO, OHIO 


iD, 
. Sein 
wy 


The wz Clip The fe Brush Tube and Library Paste 


Works both SMB REO a large capacity— Easily the cleanest paste holder. It's so handy. 


loes not tangle—is easy to attach—and easy to Brush always moist. 10 cents per tube. 12 only 
doe: a = a = ? 
buy. 10 cents per I00, 1,200 only $1.00 at 


$1.00 at stationers’. From us, prepaid, same price 
5 ae y ere Hn U.S. 
stationers’. Fromus, prepaid, same price in US. || in U 


The f/2- BINDER CO., 168 Lagrange Street, TOLEDO, OHIO 


Standard Adding Machine 


$185.00 


MORE 22.. Than the Brain 


THE ACME 
of Speed, Accuracy, Simplicity, Dur- 


ability and Efficiency of Carrying 
Device. Has $90,000,000.00 greater 
capacity than any 81-key machine. 

Weighs only 40 pounds and has 
less than half the number of parts 
contained in other machines. 

Visible printing, Ribbon never 
touches type. 

It isnot necessary to place ma- 
chine on flat table to get correct 
results. Movements are positive. 

It eliminates drudgery and makes 
the trial balance a pleasure instead 


of a nightmare. 


Price only $185.00 


Write to-day for more information 


Standard Adding Machine Co. 
21 Spring Avenue ST. LOUIS 


Ee 
“ The Standard Way” 


“Solidhed” 


EYELET PLIERS 
ONE DOLLAR (postpaid) 


TRADE MARK with a few sample eyelets 


HE simplest, easiest and quickest punch 
for fastening papers, eyeleting 
cards, etc. Lowest priced and 


best. Ifit isn’t the most satis- 


factory punch you ever used, 
send it backand we will cheer- 
fully refund your money. 


TO OPERATE: Puncha 
hole, allow Pliers to open 
without removing punch, 
take an Eyelet between thumb and 
second finger and place it with 


small end-down on top of the punch and close. 


SOLIDHED EYELETS, Per Thousand 40c 


Hawkes-Jackson Co 


82 Duane St. 


NEW YORK 


Fast through train service to all points 
from Chicago, Milwaukee and Peoria 
on the East, to Omaha, Denver, the 
Black Hills, Selt Lake City and the 
Pacific Coast on the West, and north- 
ward to St. Paul, Minneapolis, 
Duluth, Superior, Ashland, Mar- 

quette and Sault Ste. Marie. ce 


Ghe Best of Everything. 


W. B. Kniskern, 
P.M. 
Chicago, Ill. 


Nw371 


Do 


iam you know that millions of dollars are 


nually through altered checks? A few 
years ago the necessary means for altering a 
check could only be procured by an expert. 
To-day the acids may be had in almost any 
store for a few cents, Safety papers have been 
tried and repeatedly beaten. Check protec- 
tors, good, bad and indifferent, have flooded the market. . With 
but one exception they have proven dismal failures and their one 
purpose defeated. Through the severest tests the 


PRINTAMOUNT 


has come victorious. The bank will not protect your checks. 
The Printamount will. 


THE BANK WARRANTS THE SIGNATURE 
THE PRINTAMOUNT GUARANTEES THE AMOUNT 


Cuts into the very fibre of the paper in acidproof indelible ink the exact amount of 
your check. Quick, accurate, thorough. Easy to operate. 


The Printamount is the Watch-dog for Your Bank Account 


Beautifully constructed. Highly finished, Nickeled trimmings. No intricate 
parts to get out of order. Every machine warranted. With ordinary care will- ~ 
last a lifetime, Price $15.00 net. We pay the express. Let us send you 
one with this understanding: : Sa > 


USE IT 30 DAYS 


and then if you care to dispense with it—if you feel that it does not 
offer you a protection for your whole lifetime worth $15.00 — tell us 
so; we will refund the money. Your remittance is only a 


G . 6 j % BESS 
deposit until you have accepted the machine, and is yours for aa nen 
the asking, 370 Atlantic Ave. 

Boston, Mass. 


E. E. Angell €» Company 


370 Atlantic Avenue 
BOSTON, - MASS. 


Name 
Address 


Lenclose 815.00, for 
which please send mo 
free of all cost your 
Printamount, with the 

understanding that my 
money will be refunded if 
instrument is unsatisfactory. 


An Accurate Cost System 


The Everett Cost System is an interesting method whereby an 
actual Loss and Gain statement canbe made monthly. It gives 
actual values of your stock—raw material—parts in process or 
finished parts—besides giving you a lot of other valuable infor- 
mation that safeguards your investment. It won't cost any more 


to do it right than the way you are doing it now. 


Tell us your troubles and we will tell you what we can do 
for you—that will be beneficial. 


EVERETT AUDIT COMPANY 


ACCOUNTANTS, AUDITORS 
DEVISERS OF BUSINESS AND COST SYSTEMS 
CORPORATION COUNSELLORS 


JOHN EVERETT 145 LA SALLE STREET ric J. EVERETT 
President CHICAGO Secretary 


BUFFALO 


MECHANICAL DRAFT 
APPARATUS 
THE 
ESSENTIAL FACTOR OF 
MODERN BOILER PRACTICE 


ADVANTAGES 


Independent of Weather, Saves 
Fuel, Burns Cheap Coal, Positive 
Draft, Handles Sudden Increased 
Load or More Boilers. 


SEE CATALOG 


BUFFALO FORGE CO. 


BUFFALO, N. Y. 


Your Cost System Is Wrong 


Unless you have a perfect system 
for keeping tab on the “IN” and 
‘OUT” of your employes. With the 


MORS rete 


your employes can register IN or OUT 
or BOTH WAYS all at the same ees 4 PEUKET LEG kh 


identicz @ i ss ie in 
entical moment. It is the best and 2 PRhbLle bb bk 


Most Rapid Machine on the Market 


not only for the employes but for the ti 

as well. Its records don’t have os eae 
Record sheet shows elapsed time, and instantly 
calls attention to those who are at all irregular, 
as well as absentees. : 


Morse Time Records for Employes 


Are always legible; need no typewriter ribbon 
hence will not smear or blur; require no copy= 
ing, as they are themselves a perfect record— 
thus save time; records may be made either 
weckly or daily; payrolls made up in half the 
time from Morse Records over any other; entire : 
force can register IN or OUT in a minute and a half; as many hands as can reach face of clock 
to turn their respective handles up or down can register at the same identical second; employes 
may come or go at the same time; position of small handle (either up or down) indicates who 
is in and who is out; records visible on sheet without opening machine, andmuch more besides. 


Write Us for a Free Sample of the Morse Time Record 


. q We have installed this recorder in many of the very best commercial estab- 
Now Listen ® lishments in this country and abroad, against all competition! The Morse 
was selected simply and only because actual test proved it to be the best recording device on 
the market, Some of our customers stood ready to pay five and ten times the amount they in- 
vested with us if it could be demonstrated with them that there was,anything better made, but 
they found the MORSE the best of all because the actual saving of time in handling Morse 
Records as compared with others practically saved its cost in salary alone. Write us for particu- 
lars and list of users; also free sample sheet of Morse Time Record. 


For keeping Tab on Night=-watchmen you should use The Morse Magneto 
2) Watchman’s Time Detector, made by us. Guaranteed for 7 years. pte by 
allinsurance companies; used by more than 100 railroads alone as well as nearly 
20,000 business concerns. Electric Time System Master Clock and Secondary 
Clocks (uniform time) and Programme Clocks. It will reduce your insurance 
rate enough to pay for itself. We want to talk to manufacturers, merchants, 
business men everywhere about the value of our systems. Won't you write 
us? You are under no obligation to deal with us unless you yourself feel that 


; what we sell will benefit you. 


—able, hustling. ambitious, business-getting MAN-—in several 
Nid sheet ete tints money in these positions, and we have an 


Important ciety os. eM NhWab wv ARE bod. 
The American Time Detector Co. 


——J. S. MORSE, Treasurer —— 
234-235 Broadway Z - - NEW YORK 


Routing and Recording System 


SECTIONAL CONSTRUCTION 


HIS is the system so universally used by wholesale and manufacturing firms for keeping 
track of their business interests according to geographical location and the routing 


and recording of the move- 
ments of their traveling salesmen, 
showing location of agents and terri- 
tory assigned to them, 

It shows at a glance where cus- 
tomers are located, where you have 
inquiries or prospective trade, con- 
tracts, collections, advertising and the 
details of a business that should be 
known to every sales manager to 
successfully and with economy 
conduct the affairs of his office. 

This system tells the whole story, 
presents a birdseye view, geographic- 
ally, of your business interests in each 
locality, shows how thoroughly and 
systematically your territory is being 
covered and if to the best advantage. 

Systems are made in all sizes, cover- 
ing the exact territory over , 
which your business extends, fj@ 
capable of expansion as your 
business expands. Made in cabinet, 
desk or wall form. 


Here are some of the leading 
firms who have adopted this system: 


National Biscuit Company 
American Cereal Company 
Great Western Cereal Co, 
Standard Oil Company 

Marshall Field & Company 


Built from 


Design No. 15 
Sectional. 


No.1 Top Section 


Moline Plow Company “6 Map “ 
Rasch Pave & Company 17 States and “30.1 “ 
Sprague, Warner & Company Card Index 5 
Chase and Sanborn . “ll Map “ 
American Steel & Wire Co. “2 Base “ 
and over 3,000 other firms in all “3 Stand 


lines of trade 


Write for “Business System in the Sales 
Department,” it tells you all about it. 


THE PERINE & MOSELY COMPANY 


299 Dearborn Street CHICAGO, U.S.A. 


KALAMAZOO 


Binder that will hold from I tor 


Binder that is i . 
insect no thicker than the two lids plus the number of sheets 


Binder with a leather, automatic, 


000 sheets. 


adjustable back. 
Binder without metal parts to scratch or mar the desk. 
Binder that is not clumsy. 


A 

A 

A 

A 

A 

A Binder without metal posts, solid or sectional. 
A Binder that looks like a “bound book”, 
A 

a3 

A 

A 


Binder that lies perfectly flat upon the desk, 
Binder that is a Binder. 


Binder with a simple mechanical device. 
Binder with the mechanism in the lid. 
If it answers the above questions 


1,000 tol 
Ves A KALAMAZOO 


Complete sets consisting of Current Binder, Transfer Binder, two sets of 
Indexes, 500 Printed and Ruled Sheets, FROM $16.50 to $25.00, according 
to size and style of binding. 


ANY SIZE of BINDER, ANY KIND of RULING, TO ORDER 


Kalamazoo 
Loose-Leaf 
Ledger Co. 


Kalamazoo, Mich, 


SI Please send Book- 
let “C,” giving full 
information regard- 
ing your “Kalamazoo” 
Loose-leaf Ledger. 


Illustration 
showing 

Binder holding 
1,000 sheets. 


Holding ey Streetscce sear cecearensrsecneseees 3 
1 sheet. 


0 ° 
azoo Loose - Leaf Ledger Co. SB state secceseeceusceegnness eae eeereaty 


Hora KALAMAZ00, MICH, U. S. A. a 


Cor, Main and Edward Sts. 


ig cae k oie coels has agasiaces sas Sne SS 


OW that the Fall advertising 
mediums are being considered, 
might we ask you to think of 


Ainslee’s? 


The readers of Ainslee’s are intelligent 
people. When you look at Amslee’s, 
which sells at 15 cents, you remember 
that 10 cents buys to-day a very well illus- 
trated magazine; there must, therefore, be 
some strong qualities behind it when it 
succeeds in spite of such competition. 


Ainslee’s entertains. That’s the secret of 
its power. 


We should be glad to go further into details. 


AINSLEE’S MAGAZINE WESTERN OFFICE 
132 NASSAU STREET MARQUETTE BLDa. 
NEW YORK CHICAGO 


STATE OF NEW YORK, County of New York, SS, 


Ormond G. Smith, being duly sworn, says that the 
average net circulation of “Ainslee’s Magazine” per 
issue, for the six months from November, 1903, to April, 


{904, was 240,372. 


(Signed) ORMOND G. SMITH, Pres, 
The Aiaslee Magazine Co. 
And further this deponent says not. Sworn to before me, this twenty- 
third day of May, 1904. E, F. EILERT, Notary Public (21), 
New York County, N. Y. 


Where 1S 
That Cut? 


How much valuable tim ye y. 
Spent vainly searching for couse 
or halftone? A cut you needed for a 
catalogue, a booklet’ or an advertise. 
ment. How much worry have lost and 
misplaced cuts caused you? How much 
expense have you gone to in replacing 
them? How many methods for keeping 
them have you tried and rejected? 
There is justone perfect system. A 
system which will save you time, money 
and worry. That is the 


Hamilton Indexed 
Electrotype Cabinet. 


A vadical departure from the old- 
style filing devices. A system which is 
perfect to the smallest detail. The 
drawers are numbered consecutively. 
Each drawer in turn is subdivided into 
compartments alphabetically desig- 
nated. These compartments can be ad- 
justed to exactly the dimensions of the 
electrotype to be filed. With each cabinet goes an 
index record, by means of which a cut can be located 
by its drawer number and the exact compartment 
it occupies in that drawer. No searching at random 
through drawer after drawer. No looking over cuts 
you do not need. Should a cut be removed from its 
compartment and sent to the printers, a card bear- 
jing date and all information can be dropped into its 
place. Perfectly Simple—Simply Perfect. No time 
Tost. No lost cuts. No worry. The cabinet will 
quickly pay for itself many times over. Tn construc- 
tion the Hamilton Indexed Electrotype Cabinet is 
perfect. Drawers mounted on steel slides, thus 
greatly economizing space. Drawers also work 
much easier thanwhen mounted on wooden bearings. 
Built of quarter-sawed oak in several finishes. 


SPECIAL OFFER 


HAMILTON 
MFG, CO. 


Two Rivers, Wis. 
attached coupon and mail. 


Hamilton Manufacturing Co. 


Main Office and Factory, 
TWO RIVERS, WIS. 


Please send me 
catalogue and full 
particulars concerti- 
ing your Indexed 
Electrotype Cabirets 


° Name 
Bastera Factory an 
couse, 
“i Streets vovee cece ne eenemes esses 
Middletown, 
N. Y. 


Signs That Make Sales 


oduct you wish to push, and we 


Tell us what your business is and what pr DUS! 
will show you how it can be advertised successfully and artistically at a 
minimum of expense. It doesn’t matter whether you are a manufacturer, 
jobber, retailer or agent—we've got a proposition to make 
that will interest you. We design and manufacture millions 
of indoor and outdoor signs every year and our clientele 
includes every class of manufacture and merchandising 


that can possibly be benefited by publicity. 


SAMPLE SIGNS SENT FREE 


Write us what kind of merchandise you handle and how 
you market it. If your business cannot be benefited by 
our plan of publicity we will tell you so frankly, If it 
can be benefited, and you are interested in obtaining 
full particulars, we will gladly give you the benefit of our 
long experience. 


3 


— 


Our Signs will Sell any Article bearing a Brand 


t 
Manufacturers who appeal direct to the consumer or wish 
to promote the sale of their product through dealers; f 
jobbers wishing to attain the same result; handlers of pure 
food products and staple articles of any kind bearing a 
D special brand or name; dealers seeking general publicity 

Or or pushing a special line of goods—all of these will find i 


BEE 


“ey iNDoRSED BY it to their interest to write us for further particulars. in 


PHYSICIANS 


“ZES 
Z, 
A, 


WE ESPECIALLY SOLICIT INQUIRIES FROM LARGE USERS 
OF SIGNS.-IN ANY QUANTITY UP TO A MILLION 


Toledo Metal Sign Co. 


oe L TOLEDO, OHIO 
(ag ne “WE MAKE SIGNS” 


FRO mH ey 
tn og JAirbuckles'} : 
en os ” oc COFFERBSA 


Bx 


Oe 4 
Mg 
gE ar Te 


a turn of the 
thumb opens all 
arches 


Leaf Book 


Leal 


a { A NECESSITY TO THE BUSINESS OR PROFESSIONAL MAN 

{ i . Bn fen , : 

i te) After a fair trial you'll wonder how you ever got along without it. Williams’ Loose 

fe (FY Leaf Book has more strong features than any other loose leaf book made. Always. 

By |G) free from dead leaves”—a system that saves time and trouble—single sheets can be 

fa TH inserted or removed without disturbing any other sheets—always up-to-date without 

i | ;| necessitating the expenditure of money for new cover and binding. | 
| (3 J A SOLID ROD WITH FIRM ARCHES MAKES WILLIAMS’ LOOSE LEAF BOOK BEST. | 
i K = - =a 
| a IL PRIGES FOR BOOKS COMPLETE | 

$ COVER, INDEX AND LEAVES, at 

| ; M 100 leaves with 44 in, arch, 200 with 1 in. arch. Pe 
| vo. | Szaet | aren SERS rooney 


Book | per100| Book per 100 


$025] $160} $0 30 
0 30 


544 | Dlaxd in, 

br ax ain 4 3 183 a 
1G | 6746x334 | 34 In. 3 & 

ye Ug Aine 0.30 2 


734 | T6446 | 24 in. 
814 | TF ax5 4g in, 
944 | S74x6 ¥ in. 


Ph 
0 40 Fl 
S| 
| 


wr crcote cost 
SSuSSuSa 


coccooe 
Se ieeeneen 
BRERSSR 
o 
2 
te 
u 


Above books, all side opening; ing § given Met 
p 4 Leaves earried in stoc 
Open end books mad 8 He se 
Qe column, quadrille and dow y 
ruled fatness CO arc Hhatings on Short Notlees 


Patented June 28th, 1904 ledger. Speclal Sixes, i 


ed information if you: f 
389 FE. Water St. 


COMPANY, Milwaukee, Wis. Bi 


Write to us for detail + stationer cannot supply you: i 


Many business men have failed to grasp their 


LAST CHANCE 


To escape bankruptcy. Entering new deals 
without knowing exactly how they had 
emerged from the last. Daily allowing their 
accounts to become more and more tangled. 
Athorough audit of their books might save 
them to-day, might be too late to-morrow. 
Might allow them to retrench to-day, where 
they couldn't to-morrow. 


Have Your Books 
Audited Periodically 


Have it done by reputable public accountants. 
Have a Financial and Cost Accounting Sys- 
tem established whereby you are constantly in 
touch with all the conditions of your business, 
Many little losses may be turned to gain if you 
detect them quickly. Periodical audits are 
safeguards to your business—the best business 
insurance. No business is too large or too 
small toignore such safeguards, Office ma- 
chinery is as vital to your business as the ma- 
chinery in your factory. You employ only ex- 
pert operators on the one—why not on the other? 
Should you desire credit, an expert statement 
of your business affairs will be asked. Are you 
prepared to give it? After a business house 
has once had its accounts audited periodically 
it would not think of relinquishing this safe- 
guard. Have we interested you, or shown you 
the need of periodical audits and systematic 
accounting? Then let ustalk to you further. 
Write to-day. Now. We make periodical 
audits, investigations, bank examinations, sys- 
tems of bookkeeping, systems of cost-keeping 
for corporations, co-partnerships and individ- 
uals. We furnish systems of financial and cost 
accounting. All work confidential. Our charges 
are only commensurate with the service we 
render. Write for full particulars and book- 
let. Just fill out attached coupon. 


HONECKER & SUMMERS 
Public Accountants and Auditors 
145 LA SALLE ST. CHICAGO 


HONECKER & SUMMERS, 145 La Salle St, Chicago 
Please send me your booklet, together with full 
particulars concerning your periodical audits, etc, 


Name.--. 
Street... 
City...» 

Business.-+ 


Your Safe 


Quickly— Surely— Easily 
You can’t do that now. The un- 
certain twisting of the dialknob 
7 carries the lock either alittle too far 

ornot far enough. Elther case means 


vexatious delays—loss of thne. 


THE COMBINATION LOCK CRANK 


7 ou to turn to the combination numbers 
ae Seed and accuracy. <A neatly made nickel 
devic: ich istene clamped to the dial knob of 

y or safe lock. 
any vault OSENT ON APPROVAL 
To convince you of its merits we will let you , 
try our Lock Crank 10 days free. If then 
youare satisfied, remit. If not,revurn 
at our expens Price delivered 


00, 3for 0, 
= THE IND COMPANY 


Providence, 1. 


The 
“Bristol” 
Blotter 
Holders 


Desk, 


The neatest attaviment every devised) for | 
fastening a blotter to a des For office | 
or home. Five Holders in a set. S0/cents 
per set, by mail. ; 
Write for descriptive booklet, Dept | 8 | 
THE HORTON MEG: C Bristol) ¢ 


6.000 Gummed Labels | 


OR 
ADVERTISING STICKERS 


Printed to Order and $ 
Mailed Postpaid 1. 50 
Send for Catalogue S. 


FENTON LABEL CO. 


PHILADELPHIA, PA. 


TWO DOLLARS PREPAID 


The Multi-Angle Copy Holder 


Best and most conventent device ever applied 

toe typewriter. dandef 
nereases speed and efficienc 
40 per sanes pt 'y of the operator 

Holds copy at any angle or 
any helght desired and holds 
it firm. 

Instantly adjusted to either 
side of the machine in any 
position. Saves bending over 
the desk. Does away with 
strain of the eyes. Line ind! 
cator prevents loss of place. 

Wehaveucireular that tells 
why this Is the best copy hold 
eronthe market. Send for it. 

PRICE, $2.00, Prepaid 
Give make of machine when 
ordering. 


A 


Pi 


4 


i 


LEA 
EDGER é 


STANDARD OUTFITS SHIPPED ON APPROVAL 


“THE EMPLOYER 


Some of the Reasons Why You Should 
Install the 


RAZALL LOOSE LEAF LEDGER SYSTEM 


It will save book cost; after the first invest- 
ment, leaves only need be bought at much less 
than the price of bound books. 

Increased efficiency in your bookkeepers and 
clerks, a saving of their time which can be de- 
voted to other profitable work, 

Accurate records, clear, concise accounts, 
ready reference and prompt trial balances. 

Your business epitomized, a comprehensive 
review of how you stand, all puzzling dead- 
wood eliminated. 


TOTHE BOOKKEEPER 


Some of the Reasons Why You Should 
Use the 


RAZALL LOOSE LEAF LEDGER SYSTEM 


No night work, less actual book work and 
added opportunities to increase your value to 
your employer. 

Small compact books to handle, quick, pos- 
itive posting, accurate records, early trial bal- 
ances and prompt statements. 

No periodical opening of new books, the 
system is perpetual, continuous, simple. 

Prompt reference to any account, alpha- 
betically and permanently arranged through 


the Current Ledger. 


FOR COMPLETE OUTFIT CONSISTING OF LEDGER, TRANSFER 
LEDGER, TWO INDEX SETS AND 600 BEST QUALITY LEAVES 


9316.4 


«© SYSTEMATIC ACCOUNTING ” 


our booklet that tells all 
jence of the system aa 
i i y Ledgers an' 
how it can be applied to your 
other books. Send for Edition mM FREE. 


The H. 6. RAZALL MFG. C0. 


kee, Wis. 
401-403 Fast Water St., Milwaukes, 
, 996 St, James Street, Montreal 
Accounts GANADA—226 S' 


is the title of 


RAZALL SYSTEM ; 
sory (Fur COMPACT ACCOUNTS 

OLD STYLE ONE BOP NOOD = NO. SURPLUS. 

NUMEROUS BOOKS-SCATTERED Nite 

20% ACTIVE 80% DEADWOO! 


indow Space Properly Utilized 


is one of the most valuable mediums of p 
most convenient and desirable, calcul 


ublicity in the world and the one vehicle 
ated to meet the requirements of the 


conservative, dignified business man or firm who desires advertising. 


Your Name Your Trade Mark 


Your Brand On Every Window 


REASONS WHY 


All other advertising space must be purchased or reited 
All other advertising space is for temporary use 


No other advertising space has the article itself behind it 
All other advertising space costs time and money to keep 

itinforce. Or Thy RO mac Selanne a 8D 
All other advertising space is practically “dead” at night 


All other advertising space involves large expenditure, 
risk and uncertainty 4 0 . 


Window Space, infinitely more valuable, costs nothing. 

Window Space constitutes the direct opposite, pé'- 
MANENCY. 

Window Space has your goods behind it, also the dealer 
behind it. . ‘ ‘ 

Window Space és ever’ in good repair and bright; dealer 
does it himself. 

Window Space “works overtime” night and day; dealer 
pays for illumination. “ 

Window Space affords maximum results at minimum 
cost and is certain, 


The only mailable 


How to Best Employ a Meyercord Window Sign isissh."srr 


1 


u space free, 


It is imperative and essential to your success togeta good one; the day of cheap stickers 2a8 pz 

Get the biggest and handsomest sign you can afford. If a newspaper or billboard concern gave 
you would cover it @l/, wouldn’t you? 

Get behind this sign with the same interest and enthusiam you would place behind any other big earning 
power—get your salesmen behind it, get the importance of this sign impressed upon the minds of your employes. 


FURTHER MEYERCORD 


AR U 
P. TICULARS Uses Paint and 


Regarding how mw. Y ; } Varnish, same 
best to get win- q j A as a printer 
dow space fur- ~ - a would use ink. 
nished on appli- } ae at 

cation. s ft THAT’S ALL! 


100% 


FACTS RESULTS 


Meyercord 
Signs not only 
acceptable but 
desired by 
retailers. 


Meyercord 
Signs are the 
recognized 
standard. 


Mail it out to your customers with a letter—don’t che i i 

it S x apen the sign by sending it with other ma i 

ere vc : 3 d er goods save freight,’ 

The ee ss avindow Sienistin every way’worthy of your serious consideration and Fete te 

pee Bees a ani i he est space or position and are acceptable and sought by the dealer. Cl ; aise 
and no special attention, lack power of influence, lack the character, and the dealer don't want them ie ee 


A Few of the Users 
Thos. G. Plant Co. National Buscuit Company 
Postum Cereal Company Morris & Company, Packers 
Anheuser-Busch Brewing Company McCormick Harvester Company 
AND HUNDREDS OF OTHERS 


Ghe MEYERCORD COMPANY 


Exclusive Manufacturers Main Office: 1108-1110 Chamber of Commerce Bldg., CHICAGO, ILL., U. S. A 
, ILL., U. S. A. 


Oliver Typewriter Company 
Elgin National Watch Company 
Armour & Company 


iis 


See 


| 
| 


SNT ITS | 
that we work a force of 150 men every day 
in the week, every week in the month, every 
month in the year,—there in Granp Rapips, 


—and yet, that most, yes 


oI 0 ths of our business comes from 

—_—_ customers who are not in 
our own city, but whose business is in 
other cities ? 


We have customers in every state in the union. 


Wh ‘p) Our plant is out in the open, and not ina 
y § narrow little corner. » We work under the 
blue sky. We get our light from nature, 
— the best light to work by—and it adds nothing to 
the cost of production—that means better work and 
lower prices. Our rents are low, and you share in this 
saving of rent and light bill and get better work for less 
money if we do it for you. 
The same reasons that have brought our other customers to 
us, and the same reasons that have made them stick to us, 
may bring your engraving and printing to us if you'll 
look into the subject. Won’t you write us? 


Grand Rapids Engratring Co. 


THE CARGILL PRESS 
GRAND RAPIDS, MICHIGAN 


PRINTERS 


: 


eet 
€ 
——— 


Elliott-Fisher 
Billing Machines 


are not ordinary typewriters, nor mere 


typewriters with tabulating attachments, 


Do you take letter-press copy 
GEA STIED oeicoonbancoccd or loose car- 


bon copy?.. 
manifold bill-b0ok?..........s+.066 
or make separate entry in sales- 
book or journal?..............ee00e 


Do you manufacture and ship 
from the original order as re- 
CBIVER fea pecenenicisesreriiciie recs 
or do you copy the orders for your 
shipping and other departments? 


Is it desirable or necessary for 
you to make more than one copy 
Of'your Orders? ...-....s.cvcn veces 


It is distinctly agreed that any 
plan or suggestions submitted are 
to be without expense or charge to 
us, and obligate us to no liability 
direct or indirect, 


(Sign)... .. opalalh slemietslelDgiosicletaales eh 

Leon 3adhBo sa REPL clog 
AddreSS ose icseee secs cesrnresse ce 
Date ....... teeere 


They ‘are special Billing Machines suited to making 
in a semi-automatic way, at one operation, if the 
nature of the business permits, all the records from ' 
the original copy of order, with as many duplicates 
as wanted, to and including the bill, charge, ship- 
pirs ticket, and even the ledger posting—and all 
printed. 

If you will give us the information called for 
on attached blank, we will, without cost or obliga- 
tion on your part, map out and suggest a sim- 
plified, short-cut, almost error-proof method of 
billing and charging, specially designed for your 
business. If it meets with your approval, we hope 
to sell you a machine for doing the work, but you 
are not obligated in the least to even consider its 
purchase, 

When we have shown you how we can save you 
from $200 to $10,000, you will want the machines 
about as badly as we want you to have them. 


Address 


Office System Department 


Elliott- Fisher Co. 


329-331 BROADWAY 


Nieweeork, U.S. Ae 


Corner Worth Street 


SALES OFFICES 


New York Pittsburg Cleveland . 
Philadelphia Chicago Buffalo. Detroit | Atlanta 

. M ] Orleans 
Boston St. Louis Cincinnati Baltiers ay, NewiOn 


LONDON, ENGLAND, 87 GRACECHURCH St, 


Invasion 


: The progress of the Oldsmobile abroad has been a continual 
triumph. It has led the advance of automobiles into remote cor- 
ners of the earth. Everywhere it is recognized as the world’s 
) standard runabout—fhe best thing on wheels. 


Oldsmobile Oldsmobile 
Standard Runabout Light Tonneau Car 
Price $650 Price $950 


est factory facilities in the world devoted 
abled us to produce machines by the thous- 
o attain the maximum of perfection at the 


Years of successful experience and the larg 
exclusively to the making of automobiles, have en 
ands where others produce by the hundreds and t 
minimum of cost to the purchaser 

Our nearest sales agent wi 
cars, or write direct to Dept. 69. 


‘Olds Motor Works, Detroit, U.S. A. 


Member of the Association of Licensed Automobile Manufacturers. 


1 gladly furnish you full particulars regarding our 1904 


Gh aaa t 


All kinds of Records can be Arranged Better and Found Quicker in our Loose 
Leaf Binders, than if kept in any other way. 


IT WILL COST YOU ABSOLUTELY NOTHING TO PROVE THIs. 


(Cash with Order) > : Vy 
HWE WILL SHIP Eek 


Prepaid to Any Address in This Country 


One Complete Loose Leaf Binder—Covered | One Complete Set of Alphabetical Index 
with the finest quality imported Buckram; size Sheets —With tabs printed on both sides (25 
53¢ in, high, 814 in. long, 114 in. thick; filled sheets). 


with Linen Bond Sheets and Indexes. Twenty-five Plain Movable Metal Markers— 
Two Hundred Horizontal Ruled Sheets—Size For indexing the records by dates without dis- 
8 in. wide by 5 in. high (your choice of five ccl- turbing the alphabetical arrangement. 


ors) made ot a fine quality of Linen Bond paper, 

as illustrated and described on pages 48 and 49 | One Special Heavy Index Sheet—Numbered 
of our booklet —" Moore's Medes Methods "— from | to 31, inclusive, or with the months or 
or we will substitute plain unruled sheets if desired. the alphabet, as desired. 


VIEW OF THE BINDER OPEN. 
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*, 1 Me FOR THIS LOOSE 
, LEAF RECORD Boox 
" YouR MONEY BACK IF You WANT ip 
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Our Books are Indexed BOTH Alphabetically and By Date—No Other Method Permits This 


An outfit will convince you that our method COSTS LESS MONEY AND 
SAVES MORE TIME than any other; it is rapidly taking the place of Card 
Indexes, Bound Books, and other out-of-date systems. 


OUR FREE BOOK —'"MOORE'S MODERN METHODS" 


: - contains one hundred and twenty (120) pages 
on the subject of Bookkeeping and Loose Leaf Accounting. A Postal Brings It. 


JOHN C. MOORE CORPORATION 


233 Stone Street, ROCHESTER, N. Y. 


Makers of everything in the line of Blank Books, Loose Leaf Ledgers and Office Stationery. 
[Established 1839] 
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